BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

Creating a task
1. To create a task, click New Task.

2. Place the cursor in the title box and type the name of the task. This

entry will appear in the month view of the calendar.

Title |Cal| bdr Cooper regarding this terms objectives |

3. Select the start and end date, as well as the times of the task by

clicking the drop down menus.
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4. You can add more information by placing the cursor in the description
box. This will allow you to type more information about your task.

This information will appear in the ‘task details’ area.
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We needto discuss......

Description

5. When you are ready, click ‘save’ to complete the process.
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