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Choose  

 
 
 
 

 
 
Click on the Calendar 
tool  
to add 
 
 
 
 
 
 
 
1. Enter a title  
 
2. Click where to show 
the link  
 
Select a title and/or 
an icon  
 
If selecting to show 
an icon, select either a 
default or custom icon 
 
 
3. Choose  
 
 
 
 
 

 

 
 

 
 

 

 
 
 
 
 
 
 

WebCT 4.1: Calendar Tool 
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The Calendar tool is 
now added, choose the 
icon to continue 
 
 

Add an Entry 
 

Choose  
 
 
 
Select a Date for the 
entry 
 
Enter a brief 
description in the 
Summary  
textbox 
 
Enter a URL, if needed 
 
Select if there is to 
be an internal  
link 

 
Enter any details 
 
Select a start and end 
time if  
needed 
 
Select if the entry is 
to be private, 
displayed only on your 
calendar, or public, for 
all in the course 
 
Choose  
 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Materials authored by Lea A. Mabry, MEd Copyright ©2005   
 
All RIGHTS RESERVED  The content of this document, or any part thereof, may not be reproduced or transmitted in any form or by  
any means, electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, without prior 
written permission of the copyright holder.  Contact Office of Educational Development, University of Arkansas for Medical Sciences, Lea A. 
Mabry, M.Ed. at (501) 296-1087 or lamabry@uams.edu for permissions. 

3

 
The entry is  
added 
 
 
 
 
 
 
 
 
 
 
 

 
 

Edit Calendar Entry 
 
Click on the date of 
the entry  
to edit 
 
 
 
 
 
 
 
 
Click the for the 
entry to  
change 
 
Choose  
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Make the edit, choose 
 

 
 
 
 
 
 
 
Choose  to 
return to the Calendar  
screen 
 
 
 
 
 
 
To Delete an Entry 

 
Click on the date of 
the entry  
to delete 
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Click the for the 
entry to  
delete 
 
Choose  
 
 
 
 
Choose  
 
 
 
 
 
 
 
 
Compile & Download 
Calendar Entries 

 
Choose  
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Select the date range 
to compile 
 
Select criteria, 
comparison, and value 
to filter data 
 
Select whether to 
compile public, private, 
or both public & 
private entries 
 
Choose  
 
 
 
Compiled Calendar 
Entries will  
display 
 
To download for 
archival purposes or to 
upload to another 
course, choose 

 
 
 
 
 
 
 
Choose  
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Choose the save 
location 
 
 
 
 
Choose  
 
 
 
 
 
 
 
Choose  
 
 
 
 
 

 
 

 
 
 
 
Choose  
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Clear Calendar 
 

Clears all public 
calendar entries for 
date range specified. 

 
Choose  

 
 
 
 
 
 
 
 
 
 
 
Select date range to 
clear 
 
Choose  
 
Choose   
 

 
 

To Delete ALL 
Calendar Entries 

 
Choose  
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Choose  
 
 
 
 
 
Choose  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


