Creating a Calendar Entry

1. From the My Emmanuel College page, click on the Calendar icon located on the far right. You do not
need to be inside a course home page to access your calendar. Above your calendar entries click
the Add Entry button.
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2. Type the name of the event in the Title field. Any details, directions, or reminders go in the
Description box. Choose the Start and End dates and times.

3. If this event is going to occur regularly, you only need to enter it once. Click on More Options. Check
the box labeled This entry repeats and enter the information (which weekday, how many weeks,
etc.).

4. When you are finished, click Save at the bottom of the screen. The new event will be displayed with
the rest of your calendar.
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