
 Quick Steps 
 

Topic: Creating Calendar Entries 
 

1 On the Control Panel, under Course Tools, select Course Calendar.  

2 Click Create Course Event. 

3 On the Create Course Event page, enter the Event Name and Event 

Description. 

4 Enter the Event Date. Optionally, click the pop-up Date Selection Calendar to 

select the date.  

5 Enter the Event Start Time and Event End Time. Optionally, click the pop-up 

Time Selection Menu to select the times. 

6 Click Submit. 
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