
The Calendar tool is a calendar that is shared by the students and faculty. Important information 
like test dates or assignment dates can be placed in the calendar. You even have the option to 
add an URL link (to an external website) or an internal link to a page in the course content. 
There are two types of entries that can be added to the calendar, namely, private entries and 
public entries. Private entries will only be viewed by the person entering the private entry. Public 
entries can be viewed by all the course participants. 

 
To use the Calendar tool you must first activate it in your course. To add the Calendar to your 
course homepage: 
 

1. Click on the Add Page or Tool option in the right-hand column and click on Calendar 
under Communication Tools 

2. Fill in the title and choose to add this tool to your Organizer home page. Click on the 
Add button. You should now see the icon link for the Calendar on your page. 

 

 
 
 
 
Adding entries to the Calendar 

1. Click on the Calendar icon from the homepage or an organizer page. The screen 
displays the current month of the year in the calendar.  

 
2. Decide on a month and day to make a calendar entry in. 
 
3. Click on the arrow next to the text box with the month name in it. All the months are 

displayed in a drop-down list. 
 

4. Click on the month name you want to view. 
 

5. Click on the Go button. The selected month displays on the screen. 
 
6. Click on the number representing the day of the month an entry is to be added to. A 

new screen is displayed. 



 
 

7. Click on the Add Entry button. The Add A Calendar Entry screen is displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Place your cursor in the text box next to the word, Summary. 
 

9. Type in the summary for your entry. E.g. Chapter 1 Test 
 

10. Type in the URL (if required) in the URL text box. If you add a URL here, a link is 
created to the specified URL from the heading of the calendar entry.   

 
11. Click on the arrow attached to the internal link text box. The content pages 

contained in the content module appear in a drop-down box. 
 

12. Select the content page you want to add as an internal link. 
 

13. Click in the Detail text box and type in the details of the entry. 
 



14. Select start and end times for your entry, if required, by using the relevant drop-
down boxes 

 
15. Choose an access level: either private or public. 

 
16. Click on the radio button next to your choice (public or private). 

 
17. Click on the Add button. The calendar entry is displayed  

 
  
Note: By clicking on the Add Entry button it is possible to add more entries to your 
calendar as detailed above. Clicking on the Reset button will erase all entries on the 
calendar for that particular day. 
 
All private entries will display in the calendar in Italics and public entries will be displayed 
in a normal font.  

 
 
 
 
 
 

 
 

 


