Add Calendar Events

It is possible to add custom and personal events to a Course Calendar. Custom events that
instructors add to a calendar also display on the students’ calendars. Course Scheduler can be
used to schedule start and end dates for Course Content Items. An explanation of Course
Scheduler can be found on the eCollege page of the Siena Training Web Site.

Add a Custom Event

% Click the Author tab in the Navigation Tree.

Under Course Home, click the Calendar link.

Current Calendar items are listed in the Events column.

Click the Add Custom Course Event link (see illustration below).
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% The Custom Course Event Scheduler window will display (see illustration below).
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Calendar Display Settings

{* Do not display on the calendar
(" Display on the calendar for the start and end date only

" Display on the calendar for the duration of the item

Recurring Event (optional)

Mote: Recurring events must occur on the same day.

f* Not a recurring event
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% In the Subject box, input the name of the event.
% Click the Location box and input where the event is to take place.
% Select a Category for the event from the Category list. The options under this item are:
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Personal Events - Use this category to indicate that this is personal.

Unknown - This option can be used if none of the other categories meet the criteria for the
event.

Club Events - These are events for a particular club. This option would probably not be
used in a Calendar for eCollege courses.

Campus Events - Use this option to add items to the Calendar that would affect the whole
university. This option probably would be used more by administrators than by
instructors.

Course Events - This option should be chosen whenever a course item is added to a course.
This is the default option for all courses.

Click the Priority list arrow and select from the available options. They are High, Normal, and
Low.

Under Event Time, click on the appropriate items to set the dates and times.

If this is an event that is to last the whole day, click the All Day Event check box.

Click the Show Reminder check box if the instructor and the students are to be reminded of the
event in advance.

Under Calendar Display Settings select one of the following options.
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Do Not Display on the Calendar - When this option is selected, the event will not display
on the Calendar for the students.

Display on the Calendar for the Start and End Dates Only - This option will display the
item only on the Start and End date of the event. If an event is scheduled for Monday
through Friday, the items will only display on Monday and Friday, but not the rest of the
days of the scheduled event.

Display on the Calendar for the Duration of the Event - Use this option when the event is
to appear in the Calendar every day that it is scheduled. For example, if an item is
scheduled Monday through Friday, the Calendar will list the event on Monday, Tuesday,
Wednesday, Thursday, and Friday.

Under Recurring Events, click the options that pertain to the scheduled event.
After all the options have been selected, click the Save Changes button.




