How to Add a Calendar Entry

On the Build tab, select the Calendar link.
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2. Select the Add Entry link.
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How to Add a Calendar Entry

Enter a Title.

Simmons #1180 - Intro to Introductions

Teach Student Yiew

Course Tools

¢ Wour location: Calendar » ¥iew Month » Add Entry

&«

Course Content -
Add Entry
Announcements -
*Title: [ |
Assessments 1 |
Assignments Description: gt @] & Off
Chat

E el ©

Calendar

% Discussions

FeE'y

3 Learning Modules
=3 Local Content |
&y Mail Cluse HTML |
Media Library
42 Search

ED Syllabus

&) Web Links

(sl:;gd:erni:den A O This is an all-day event

Dates
Start date:

End date:

Enter the content of your message in the Description field.

Simmons #1180 - Intro to Introductions

Teach Student Yiew

Course Tools < vour location: Calendar » Yiew Month > Add Entry

«

Course Content

Add Entry
Announcements
*Title: | oi i i |
Assmsements |Discussion Board Pasting |
bssignments Description: yrmL creator O On @ off

0 %8 12 |5 2]

Chat | -!
Calendar ’

¢ Discussions T|
(2 Learning Modules | o
(=) Local Content |
&y Mail Cluse HTML |
Media Library
/9 Search

B Syllabus

@) Web Links |

(H) = Hidden from [ This is an all-day event

Dates
Start date:

End date:

Students

Please contact IMG at 844-5181 or img@auburn.edu for additional help.

20f7



How to Add a Calendar Entry

Select the Start date.
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How to Add a Calendar Entry

Select the Internal link radio button to link the calendar to an internal tool, or
select Internet URL to link to an external webpage.

For this example, select the Internal link radio button and click the drop-down
arrow beside it.
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8.  Seclect the Discussion Topic item.
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How to Add a Calendar Entry

9. You can have the calendar entry repeat on certain days for a certain range of
days. You may select specific days.
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10.  Select when the entry will stop.
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How to Add a Calendar Entry

11. Click the Save button.

Simmons #1180 - Intro to Introductions

Teach Student Yiew

@ Course Tools ;
Access: | pyblic v

s Course Content | ¥

I3 Announcements (@ More Options (Expand this area to see mare options. )
@"j Assessments Links

A © Intemnal fink: [Discussion Topic ¥ %

E) chat [ 1

Calendar

- - q O Internet URL: |
3¢ Discussions ”
B Learning Modules | 4 Recurrence
Local Content This entry repeats:
£y Mail (O Every day
q1 Media Librar
¥ @ Every week on these days:
9 search
£ Sylabus O sun O mon O Tue O wed Thu O Fri O sat
&) Web Links unitil: ;-Nouember v .wv ; ;-2006 V

[H) = Hidden from

i

12. You may also limit the calendar entries shown.

Select the drop-down menu beside View.
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How to Add a Calendar Entry

Select the This course + personal item to only show this course, plus any
personal entries.
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14.  Click the green > symbol to apply your changes.
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