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Community College

Adding Events to Your Calendar

Step 1. To begin Click on Calendar

Thursday, October 17, 2013
CALENDAR

+ Due Today

There are no items due.
Course items with due dates - such as
Quizzes and Assignments - will appear

here.

v Due This Week

There are no items due.
Course items with due dates - such as
Quizzes and Assignments - will appear
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Step 2. Click the Add symbol

Tody ¢ > Qctober 2013

SUN MON TUE WED
29 30 1
6 7 8
13 14 15

THU

17

FRI

18

9:30aBlackboard J§9:30a Blackboard J§ 9:30a Blackboard |§9:30a Blackboard

20 21 22

24

25

26

Step 3. Type a Name for the new Event.

Create Event x
| v

Calendar: Personal |~

Starts: 10/17/2013 12:00 PM  Ends: 10/17/2013 12:30 PM

O AllDay [ Repeat
Event Description:
4
Cancel Save
Y
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Step 4. The Event Name should look like the picture shown below.

Create Event

%
Group 1 Project Discussion U
Calendar: Personal |~
Starts: 10/17/2013 12:00 PM | Ends: 10/17/2013 12:30 PM
All Day Repeat
Event Description:
P
Cancel Save
Y
n
Step 5. Type in a description.
Create Event x
Group 1 Project Discussion U
Calendar: Personal |~
Starts: 10/17/2013 12:00 PM | Ends: 10/17/2013 12:30 PM
All Day Repeat
Event Description:
Cancel Save

VA
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Step 6. Your description should look like the picture below.

uardia Library Live @ LaGuardia Blackboard 9.1

Create Event

Group 1 Project Discussion

Calendar: Personal |~

Starts: 10/17/2013 12:00 PM | Ends: 10/17/2013 12:30 PM

O AllDay [ Repeat

Event Description:

Meeting to discuss group project in the chat room. |

Step 7. You can use the date selection Calendar to set the dates and times for the event.

Create Event

x
Group 1 Project Discussion 3
Calendar: Personal |~
Starts: |10/20/2013 12:00 PM | Ends:[10/17/2013 12:30 PM |
O All Day [ Repeat
Event Description:
Meeting to discuss group project in the chat rcom...
Cancel Save
S
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Step 8. Set the Start Date as shown the picture below.

Calendar: Personal |~
Starts: ‘10/20/2013 09:0p AM ‘ Ends: 10/20/2013 09:30 AM
< October 2013 >

Event Descriptior SISLOE L WD U A e

Meeting to discu 1 2\ 3 4 5
6 7/ 8 9 1w0]11 12

1314 [15| 16 [ 17 W 19

» 21 [22] 23 [2a] 25 | 26

27

28 29 30 31
r Cancel Save

.

—  TiMe  09:00 AM 2

Step 9. Set the Event Times as shown the pictures below. First set the Start time, then the End
time.

SIuup 1 riyR 1 v

N
w
~
o

Calendar:

Starts: 2013 09:30 AM
‘20212223242525—

27 || 28 || 29 || 30 || 31

Event Descriptior

; T Time 02:30 PM L
Meeting to discus

Hour

Minute

4 |° 1) 4

ik

.
o e Doge Cancel Save

el
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| TIUUp 1T ITUCLL IDLUS3Ivin

Event Description:
Meeting to discuss group project in the chat room...

Calendar: Personal ~ < v
13 14

Starts: 10/20/2013 02:30 PM Ends:
20| 21
All Day Repeat 27 | 28

15

22

29

Time 04:00 PM

Hour

2 3 4 5
9 (|10 | 11 || 12
16 17 | 18 | 19
23 | 24| 25 26
30 || 31

7Minute

Now

Done

L

Step 10. Click Done

LaGuardia Library

n

Live @ LaGuardia

Blackboard 9.1 My Career

Starts: 10/20/2013 02:30 PM
All Day Repeat

Event Description:

Ends:
20 | 21 22 |23 24 25 28
27 | 28

Meeting to discuss group project in the chat room...

29 || 30 || 31

Time 04:00 PM

Hour
r J
Minute
HE;
. _ JED
S
31 | —

20 21

22

23 24

25

11

Step 11. Click Save

| TITUUP T T ITUJSLL LJISLUSSIUI

Calendar: Personal |~
Starts: 10/20/2013 02:30 PM
All Day Repeat

Event Description:
Meeting to discuss group project in the chat room...

Ends: 10/20/2013 04:00 PM
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Step 12. Your Calendar Event was successfully created.

29 30 1 2 3 4 5
6 7 8 9 10 1" 12
13 14 15 16 17 18 19
21 22 23 24 25 26
2:30pGroup 1 Py
27 28 29 30 31 1 2
Step 13. Scroll down to ICalendar
2012 Fall Term (1) Cultural
Anthropology SSA 101
6808[16639] (LaGuardia
Community College) g 57 28 29 20 e 1 2
2012 Fall Term (1) Introduction to
African Art HUA 167 1402[15596]
(LaGuardia Community College)
2012 Fall Term (2) ART IN NY
HUN 195 7580[19022] (LaGuardia 3 4 5 8 7 8 9

Ccommunity College)

—

i 4
2012 Fall Term (2) Fundamentals.
of Speech Communication HUC
101 8604[18624] (LaGuardia

Community College)

2013 Spring Term (1) Art and
Design Seminar HUA 289
1195[13795] (LaGuardia
Community College)

2013 Spring Term (1) World
History from Ancient Times to
1500 SSH 105 1861[15001]
(LaGuardia Community College)

Get External Calendar Link
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Step 14. Click Get External Calendar Link. (This generates a link so that you can import your
calendar contents from Blackboard to another calendar application such as Google Calendar.)

2012 Fall Term (1) Cultural
Anthropology SSA 101
6808[16639] (LaGuardia
Community College)

2012 Fall Term (1) Introduction to
African Art HUA 167 1402[15596]

2012 Fall Term (2) ART IN NY
HUN 195 7580[19022] (LaGuardia
Community College)

2012 Fall Term (2) Fundamental
of Speech Communication HUC
101 8604[18624] (LaGuardia
Community College)

2013 Spring Term (1) Art and
Design Seminar HUA 289
1185[13795] (LaGuardia
Community College)

2013 Spring Term (1) World

4 27 28 29 30 31

(LaGuardia Community College)}

Generate iCal URL

Use this URL for importing your selecied calendar content info other calendar applications This is a privaie address for

this calendar. Don't share this address with others unless you want them to see all the events on this calendar.

ps://bbhostedstage.cuny.edufwebapps/calendar/calendarFeed/d64ae2630e214ae08717e352b58cc Teb/leam.ic:

Re-generaie.

i

1500 SSH 105 1861[15001]
(LaGuardia Community College)

ICALENDAR

S —

History from Ancient Times to ——
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