@AMOSUN @ Learning Tutorlals

Navigating the Calendar in D2L — a Student Tutorial

This tutorial is for students who need to know how to use the Calendar tool in D2L. For further information
or assistance, go to our Team Dynamix Support portal and click the appropriate Category to submit a
ticket.

Scenario

This tutorial will cover the steps involved in viewing course calendars in D2L, and adding Tasks to the
Calendar tool.

Steps

1. Go to your course in D2L.

2. Depending on how your instructor has set up your course site, you will either click the My Tools
drop-down menu and select Calendar, or scroll down and click on the down arrow on the
Calendar widget on your course homepage and select Go to Calendar.
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Today we will be giving you an overview of how to use some of the tools in D2L 10.3. Please let us

know if you have any questions.
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3. Once you are in the Calendar tool, you can select how you view the calendar by using the buttons
at the top (Day, Week, Month, etc.) and can view events by clicking on calendar links..
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4. To control which course calendars you can see, click the down arrow next to the link at the top
right of the calendar, and select the calendar you wish to see, or click Show All Calendars to see
them all. You will then see entries from all your course calendars in this one place.
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5. While you, as a student, cannot create your own Calendar entries, you can use the Tasks tool
from within the Calendar to keep track of personal deadlines for yourself. To do this, click on the
Add a task... box and type a name for your Task and hit the Enter key.
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6. To add a due date for your Task, click No due date.
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Then click on the date box to open a calendar and select a due date
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Click the Save icon to save your due date
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7. Click the check box next to your Task to mark it completed, and click the trash can to delete your
Task.
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