Calendar

The Caendar feature helps you to organize your schedule. Both you and your faculty have accessto this
feature. You may add, edit and delete your entries to update any changes in your schedule. At one quick
glance, you may look at the entire month, week, or day to make sure you are current on all your work. In
myWebCT, use the global calendar button to see your schedulein all your courses.

Accessing Calendar

1. Select“Caendar” from your WebCT homepage.

* Youwill see acaendar for the current month.

2. Select the “Previous month” or “Next month” buttons, located at the
upper left of your screen, to move back or forward one month.

* Thedrop-down list located below these links allow you to
specify the month and year you want to view. Select your
preferences and select the “ Go” button.

* Thescreen will display the month you chose.

3.  Select the hyperlinked number (date) within the calendar to view
entriesfor that specific day.
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* Atthetop of your screen you have optionsto view the
“Previousday” or “Next day.”
* You aso have the option to “View month” or “View week.”
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Viewing Calendar by the Week

1. Select“Caendar” fromyour WebCT homepage.
2. Selectthe“View Week” hyperlink on theleft hand column of the
calendar (to the left of the Sunday column).
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» Thisoption offersaview from Sunday to Saturday in
chronlogical order.

» Both daysand dates are hyperlinksto viewing entries.

* You may stay intheweekly view format by selecting “Previous
week” and “Next week” buttons to move around.

* You may return to the monthly view format by selecting the
“View month” button at the top of the window.
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Adding a Calendar Entry

Select “Calendar” from your WebCT homepage.
Select the “Add entry” button at the top of the screen (located after
the date drop-down lists).

 TheAdd aCalendar Entry screen opens.

Add a Calendar Entry

Date: | July =l ]z27 =] |2004 =]

*Summary: ||

URL: fhttp://

Detail: d
[~

Start time: Iﬁ Ij

End tirne: Iﬁ Ij

fccess level: Private

_Add| | Cancel|

*Required fields,

Select date from the drop-down lists for the “Date” heading.
Enter asummary of your calendar entry in the “ Summary” text box.
* Thisinformation will be displayed in the date box of the
calendar.
» Thisfieldisrequired.
Enter aWeb site addressin the“URL” field to make your summary
information ahyperlink in calendar view.
» Thisfieldisnot required but isuseful if your task requiresyou
to go to a specific Web site.
Enter details about your entry inthe “Details’ field.

* You may view thisinformation when you select the hyperlinked

datesin calendar view.
Enter atime interval using the “ Start time” and “End time” drop-
downlists.
o “Starttime” and “End time” aretext entriesin the display and
do not control when the calendar entry appears.
Select the access level if your faculty has allowed you to post public
calendar entries.
Select “Add” button.
* Youwill now seeyour activity displayed on the calendar for
that specific day.
* Privateentrieswill appear initalic text.

Private entries
appear on your
calendar ONLY.

Public entries
appear for all class members.
Faculty must provide access
for students to enter Public
entries.
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Editing a Calendar Entry

Select “Calendar” from your WebCT homepage.
Select the hyperlinked date of the entry you want to edit.
* TheView Day window will open with alist of all calendar
entries for the date.
Select the radio button next to the entry you want to edit.
Select the “Edit” button.
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* The screen that you see during the “Add entry” process will
appear.
Update the existing information.
Select the “Update” button.
* Your new information will automatically appear for the day.
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Deleting a Calendar Entry

Select “Calendar” from your WebCT homepage.
Select the hyperlinked date of the entry you want to delete.
* TheView Day window will open with alist of all calendar
entries for the date.
Select the radio button next to the entry you want to delete.
Select the “Delete” button.
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* Youmay delete all the entriesfor aspecific day by selecting the

“Deleteall fromday” button.
Select “OK” in the warning box that appears.
* Your entry will be removed from the calendar.
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Compiling Calendar Events

You may compile Calendar entries to see entries based on a date range or
refine your compiliation by entering afilter and search value.

1. Select“Caendar” from your WebCT homepage.
2. Select the”Compileentries’ button.
* A new screen will appear prompting you for dates and criteria.

Compile Calendar Entries

Ta | dutg = [27 =] [zo04 =]
Critaris Comparisan  Valus
|Hane =] [contune =] |

* ooty spplies to public sntriss

Lo i b

& Putdio anbnas ondy
7 privabe anlrias aily
& path,

Compia| Cancal

3. Select the period of calendar entries you want to compile using the
“From” and “To” drop-down lists.

4. If applicable, enter your search using the following parameters:
Criteria = Specifies the component of a message to be searched.
Includes:

* None=nofilter
* Name = author’'s name
e Summary = name of entry
* Detail =information providedin*“Detail” box
* URL =link provided with the entry
o Start time = start time of entry
* Endtime = end time of entry
Comparison = Specifies how the information entered in the Value
text box will be compared with the filter.
» Contains = retrieves messages that match any part of the
text or numbers entered in the Value text box
* Equals = retrieves messages that match exactly the text or
numbers entered in the Value text box
» Before = used in combination with the Date or Number
filter, retrieves all messages before the date or number
entered in the Value text box. In combination with atext
filter, retrieves all messages containing letters that occur
a phabetically before the word entered in the Val ue text box
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» After = used in combination with the Date or Number filter,
retrieves all messages after the date or number entered in
the Value text box. In combination with atext filter,
retrieves all messages containing letters that occur
a phabetically after the word entered in the Value text box

o Startswith = used in combination with atext filter, retrieves
messages with words that begin with the letter entered in
the Value text box

* Endswith = used in combination with atext filter, retrieves
words that end with the letter entered in the Value text box

Value = Type the words or numbers to be searched
5.  Click theradio button next to the type of entries you want to display.
* Publicentries=displaysonly entriesavailableto theentire
class.
* Privateentries = displays only those entries you added for
yourself.
» Both=displays public and private entries.
6. Select the“Compile’ button at the bottom left of the screen.
* A new screen will appear showing all the entriesyou specified.
7. Select “Done” at the top or bottom of the screen when you are
finished viewing your compiled entries.
* Thislink will take you back to the first Calendar page.
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