BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

Creating an appointment

1. To add a new appointment click on:

\ M ew Appaintment

Alternatively, click in the white box of the date you wish to create an entry.
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2. The ‘New Appointment’ screen will be displayed. Place your cursor in the title box and

type the name of your appointment. This entry will appear in the month view of your
calendar and your homepage.

Title |heeting with Mr Cooper

3. Select the start and end date, as well as the times of the appointment by clicking
the drop down menus.
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4, If your event lasts all day, click inside the All Day box.
5. You can add more information by placing the cursor in the description box. This will

allow you to type more information about your appointment that will appear in he
‘day view’ and ‘appointment details’ sections of your calendar.
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Description "
Start ofterm meeting with Mr Cooperto discuss: —
+ (bjectives for portal developtment.
+ Exciting new enhancements.|
6. Click on save to complete the process.
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Save
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7. You will return to the Calendar month view. Your ‘Appointment Details’ will appear in

your Calendar month view.

Appointment Details O& & Month Week 5Day Day

September 2006

Title: Meeting with Mr Cooper
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Status: DONE g a 20 31 1
Priority:  Normal
Start: 06 Sep 2006 09:00
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+ Objectives for portal development.
+ Exciting new enhancements.
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8. Click on the close button to hide the Appointment details box.
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9. You will return to full month view of your calendar.
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