Overview

The Schedule tool allows teachers and students to post information related to a site's activities in a calendar
format. Calendar items can have multiple attachments. The default view for the Calendar tool is by week.

Viewing Calendars

To change the View of a calendar, follow these steps Heme My Workspace
from inside the Calendar tool. ’“5
1. Click the View drop-down menu. ¢ Schedule @
2. Select one of the following views: View by S Add Import Fields Permissions
Day, View b}/ Week, View by Month, View by Account
. . Help Calendar by Week
Year, or View by List of Events.
3. Your screen will refresh with the new view. Sharon Webster View! |Calendar by Weck B8
Calendar by Da

To navigate forward or backward, use the
Previous and Next buttons to the right of

your calendar view.
Earlier

Printing a Calendar

You can print an Adobe PDF file of any view of a Schedule by clicking the
Printable Version button while in the desired view. This will generate a
printable PDF file of the calendar view.

Note: This action opens a new window with the calendar as a PDF document.
From this window, choose whichever printing method your browser offers to
print the calendar (e.g., a printer icon).

Note: If you do not have any weekend calendar entries and you select the
Calendar by Week View, the week printed will be Monday through Friday.

Viewing the Details of Calendar Activities

Frintable Version

To view the details of calendar activities on

Earlier

pomonn W your site, follow these steps from inside
8 AM the Calendar tool. Click the Title of the
i m'ffﬁm activity that appears on the calendar.
iGRarE Tl
10 AM / You will see the title of the activity, date,
11 AM time, description, frequency (and the end
—— date), and event type.
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Printable

Calendar by Maonth
Calendar by Year
List of Events

2 Schedule @

Add Merge Import Fields Fermissions

Calendar by Week

View | Calendar by Week &

Frintable Version

Earlier

Sun 12

2 Schedule @

Add Merge Import Fields Permissions

RIEPS Ii: Introduction te Course Management Tools

Date
Time

Description

Frequency
Event Type

Owner

Aug 24, 2009
8:30 am - 11:30 am EDT

Participants will learn to use tools such as Announcemen
classroom instruction. Participants will also be given an
reports as well as the Goal Management reports will alsc

Activity occurs once
$3 computer Session

Sharon Webster
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Deleting an Activity

To delete an activity from your site's calendar, follow these
steps from inside the Calendar tool.
1. Click Delete. You will be prompted with an alert box.
2. Click Delete to delete the calendar item or Cancel to
save and exit from the process.

Adding a New Activity

=
-

Schedule @

Deleting schedule item...

||I| Are you sure you want to delete this item?

Title RIEPS II: Introduction to Course Management Tools
Date Aug 24, 2009

Time 8:30 am - 11:30 am EDT

Frequency  Activity occurs once.

Item type o) Computer Session

Description

Participants will learn to use tools such as Announcements, Schedule/Cale
Participants will also be given an overview of tools such as Site Info/Edit
reports will also be covered.

To add a new activity to your site's calendar, follow these steps from inside the Calendar tool.

2 Schedule @

1.  While viewing your calendar, click the
Add button. New Event
2. In The New Even‘l‘ dialogue bOX, 01_ 1‘he 'RI':qiri:I:e;ii;;&zd;l:rl\;!e;twctﬁnlp\ete the form and choose 'Save Event' at the bottom.
title field, enter a name for the T
activity. * Titl }‘ =3 =
. * Date JUL w17 [+ | 2009 |»
3. Inthe Date field, §elecf the dr‘qp- S o
down arrow, and click the specific Suration e o
Month, Date, and Year. Click the Pop- T — oT
up Menu, to view a composite by month
and to be able to go forward or backward by months. This calendar feature is useful in determining the day
of the week, frequency, and end date for an —
activity. :Sowcalliéﬁﬁ&ﬁlﬁfﬂﬁlﬁ tLiB 7 U o % ¥
4. Inthe Start Time field, enter the time the = BN AA GIEROE Q&
OC'HVH'Y begins_ _|E Stle = Fomat ~ | Font |Comic Sans M5 | = | Size |small -EE
5. Inthe Duration field, enter the length of time for  |Typeyour message here or copy and paste from another document using the
L. Paste from Word Icon on the toolbar. This applies to all textboxes in
the activity. RIEPS|
6. Inthe End Time field, enter the time the activity
ends.
7. Inthe Message field, use the text editor to enter
any other pertinent information.
8. The option Display to Site makes the event

viewable by all members of the site. If you have
created groups within the site, the option Display
to selected Groups allows you to specify who will

see the calendar item. \
® Display to site

O Display to selected groups
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9. Inthe Frequency fleld, click the word Fr‘equency Frequency Activity occurs once
to open a window. In the Event Frequency Field,

click the drop-down menu, and choose how often the
activity will occur (once, daily, monthly, or yearly). Note:
If you do not choose a frequency, your activity will occur R
once. ce

10. In the Event Type field, click the activity drop-down menu, " o7l eccurence is on UL 168K
and select the type of activity.

Frequency

Required items marked with *

Save Frequency Cancel
11. In the Event Location field, click the activity drop-down [ aency ] ]
menu, and enter the location text.
12. Click Attachments and follow the directions to add any _
f il Event Type Activity L‘]ﬂ
! 'CS. Event Location Acdemic Calendar
13. Click Save Event. Activit
Cancellation
Class section - Discussion
Attachments Class section - Lab
No attachments Yet Class section - Lecture

Class section - Small Group
Class session

Computer Session

Deadline

Exam

Meeting

[ Save Event l [ Cancel ] Multidisciplinary Conference
Quiz

Special event

Web Assignment

[ Add Attachments l

Note: The following legend defines the symbols used on the calendar to represent the different events.

‘ Legend

# Academic Calendar B Activity @ Cancellation

# Class section - Discussion 4 Class section - Lab 4 Class section - Lecture
#8 Class section - Small Group W Class session $85 Computer Session

¥ Deadline B Exam ® Meeting

& Multidisciplinary Conference @ quiz W Special event

B web Assignment
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