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USING THE CALENDAR TOOL
Modifying an Entry
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1. Switch to the Teach or Build tab VISTA T

(In this example, | will be using the Build view) T b UBC - ARTS - Vista Tutorial Site

@ Course 10uis

& Course Content

Bl sicanats Course tools are all of the content, organisational, communication

and evaluation tools that you or another designer has added to

Calendar the course menu. You use these tools to create content and

2 Discussions learning activities. Section Instructors use these tools to present
content and learning activities to Students. Students use these

(3 Learning Modules T‘ tools to view content and perform learning activities.

D Syllabus ‘< Designer Tools.

@) Web Links Designer tools allow you to build and customise the course,
(H) = Hidden manage files and control the availability of content.

@ Designer Too To read information about getting started in the Learning

(@ Manage Course System, click the Help link at the top of the screen.
u

B File Manager Tutorials

& Grading Forms | To become familiar with the major areas of the Blackboard
'9 Learning System and how to navigate around them, see the

13 Selective Release Exploring the Interface tutorial.

To leam the fundamentals of building a course in the Blackboard
Learning System, see the Design Basics tutorial.
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2. Click the “Calendar” link in the Course Tools menu Vista
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3. Click on the date you want to make changes to. |
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Entries in italic are private entries.
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4. Click on the “arrow” button to view more options. —_— | Add Entry || Create printable View || Calendar Settin
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6. Make any changes required in the title, description, and dates. it entry

“Title: Valentine's Day

Description: Enable HTML Creator

Click “Enable HTML Creator” if you would like to use the -
WYSIWYG editor. This editor allows you to change font colour, ! [ :
add images, links, and much more.

* Start Date: [§ 13/02/2011

Start Time: @ HH:mm AM/PM

End Date: @ dd/MM/yyyy

End Time: @ HH:mm AM/PM
7. Click “Save when you have finished making the changes. Use HTML

Dates
* Start Date: 14/02/2011

Start Time: @ HH:mm AM/PM
End Date: E dd/mm/yyyy
End Time: @ HH:mm AM/PM

Entry Type
Personal (Only you can see this entry.)
@ Course (Allows you to link to content in this course.)
Access: @ public (All course members can see this entry.)

Private (Only you can see this entry.)

(@) More Options (Expand this area to see more options.)
[ ISa\(e% \ e

© Make sure to check the calendar again to ensure the changes have been made.
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