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How To Add a Calendar Entry in WebCT 4
This page will tell you how to add a calendar entry in WebCT 4.

STEP 1:
First login to WebCT and enter one of your courses. Then click on the
either the calendar on the homepage or in course menu.

Calendar

My Grades

or

STEP 2:

Select which month you would like to add the entry. Either click "Previous
Month," "Next Month" or you may select the month and year from the drop
down boxes and click "Go."

January 2007 Prewvious mu:unth| Mext rru:-nth|

Crate: iJanuaryr :HZDD? *ﬂ Gu:u.| .ﬁ.u.:lu.:luentryr|
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STEP 3:

Once you have the proper month selected, you should click on the
numerical date of the calendar you want to add the entry..

31

i

STEP 4:

That day will be the only day you will see now. You will then click on the
"Add entry"” button..

&dd entry ‘-—'_'—

Mote: All private entries are italicized.

STEP 5:

Under the add a calendar entry page, you will find some options. The only
option that has to be filled in is the summary box. Everything else is
optional.

Add a Calendar Entry
Date: January (| 31 ¥ | 2007 ¥

*Summary: |Chapter Two Test

URL: hittpe

Internal ink: | None g
Detail:

Start ime: .- W=

End time: -- W=

Access level: (& private () Public

Add | Cancel

*Required fields.
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STEP 5 (optional):
If you want to link to somewhere already established in the course, like a
test or a content module, you can select it from the "Internal Link"
dropdown menu..

Add a Calendar Entry
Date: January w31 v 2007 w

*Summary: |Chapter Two Test

URL: ladi A

Internal ink: | None b
Detail:

Start time: == N |- &

End time: - *-'._-- et

dccess level: (8 private () Public

.ﬁdd| Cancel

*Required fields.

STEP 5 (optional):
You may add details to the entry to explain to the students what you you
want them to do.

Add a Calendar Entry
Drate: January M| 31 | 2007

*Summary: |(Chapter Two Test

URL: hittp

Internal link: | None bt
Detail;

Start time: - M |-

End time: ke | o

access level: (& private (O Public

Addl Cancel

*Required fields,
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STEP 5 (optional):
If you want to make this a private entry, then you can select this option at
the bottom of the list. This means this entry will only be viewable by you.
Once done, click "Add."

Add a Calendar Entry
Date: January M| | 31 [ | 2007 (M

*Summary: |Chapter Two Test
URL: hitp://

Internal link: |None
Dietail:

Start time: 5 o | ==
End time: -- o | =~ B
Acced@flevel: () private {* public

Add| [ Cancel

*Required fields,
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