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How to use the Blackboard Calendar
The Calendar provides instructors and students with Ottawa University, course, and personal events in a

single calendar view.
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Calendar events are color coded by course and type of event.
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For technical assistance, contact OU Help (ouhelp@ottawa.edu or 855-268-4357).
For feedback regarding this document, contact OUAcademicTech@ottawa.edu.




You determine which calendar items appear by selecting from the list.
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Here is an overview of calendar features:
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Generate a link to feed calendar
items to another calendar.

View events by day, week, or month.

Navigate between months.

Click the plus (+) to create a new event. You can also click inside a date to create an
event. Assign the event to the appropriate calendar, select the date and time and add
a description.

Students cannot create an event on a course or Term Calendar. Instructors cannot
create an event for Term Calendar unless they have administrator privileges.

Click an event to manage it. You can also drag and drop an event to change the date.




e Select the calendars you want to show, such as Term Calendar, personal, or course. By

default all calendars are visible. Optionally, change the color of each calendar to suit
your preference. Using a distinct color for each calendar displays at-a-glance which
calendar the event is associated to without opening the event. All course events, such
as assignments due, appear in the course calendar. NOTE: course due dates are not
automatically entered into the course calendar. Course due dates do not show
unless the instructor has added them to the course calendar. Alternatively, you may
add these to your personal calendar for your own reference.

o Get a link/URL to feed your Blackboard calendar content to an external calendar

application such as Google calendar or Microsoft Outlook. Once set up in an external
calendar application it is updated dynamically. You do not need to re-link to get new
events.

You cannot import external calendars into this calendar.

How to Create an Event:

1.

4.
5.
6.

On the calendar, click the plus (+) to create a new event. You can also click inside a date to
create an event.

Type the New Event Name.

Select a Calendar to associate the event to, such as your personal calendar. Only instructors and
administrators can add events to the course and institution (Term Calendar) calendars.

Select the Start and End times.

Type the Event Description. There is a 4,000 character limit for event descriptions.

Click Save.

How to Edit or Delete an Event:
On the Calendar, navigate to the date of the event in the main view. From the event you can:

1.
2.

Click the event to edit or delete it.
Drag an event to another date in the main view to change the date of the event. The time of the
event and calendar it is associated with remain the same.

How to generate a link that allows your Google or Outlook calendar to subscribe
to updates from your Blackboard calendar:

1.

Locate the button to generate a link to another calendar (located at the bottom of the course
list) and click.
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Generate a link to feed calendar
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2. Copy the URL that appears in the box. NOTE: This is your own personal code and it is unique to
each user. It is not meant to be shared with others.

Generate iCal URL

Use this URL for feeding your selected calendar content to other calendar applications such as Google
Calendar and Outiook. Copy this URL out of this window when you are ready to set up a feed to another
calendar. This is a personal address (URL). Don't share this link with others unless you want them to see all
the events on calendar(s) you have selected. NOTE: You can't bring calendar items from other calendars
into Blackboard calendars.

https:#/ottawau.blackboard.com/webapps/calendar/calendarFeed
c3b210e39b164eeebica67277b1717b0/learn.ic!
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How to Add Your Calendar Events to a Google Calendar:

1. Open your Google calendar and locate the item titled Other calendars. Click the drop-down and
choose “Add by URL".

GOUS[E Search Calendar “

Calendar < >  Feb17-232013 Day Week Month
Sun 217 Maon 218 Tue 2M19 Wed 2/20 Thu 2421
GMT-08
» Mini calendar Sam
« My calendars - fam

I Karen Ludwig

7am

Tasks
gam
+ Other calendars [=]
Add a friend's calendar

Contacts’ birthdays a Browse Interesting Calendars
J &K' 2012 events| Add by URL
US Holidays Import calendar

Settings

2. The Add by URL window opens. Paste your URL code in the box provided and click Add
Calendar.

Add by URL

URL:  |https-/fottawau blackboard comiwe happsfcalendan’cé

Ifyou know the address to a calendar (in iCal format), you
can type in the address here

[] Make the calendar publicly accessible?

[ Add calendar || Cancel |




3. Your Ottawa University calendar has been added.

Google Search Calendar

Calendar Today < | > Mar 10 - 16, 2013 Day
Sun 310 Mon 311 Tue 3112 Wed.
GMT-06
12am

» Mini calendar

» My calendars i 1am
~ Other calendars hd
2am
Contacts’ bithdays a... 3am
J & K's 2012 events

M Ottawa University

How to Add Your Calendar Events to an Outlook Calendar:
Instructions shown are for Outlook 2007.

1. Open Outlook, and locate the Account Settings option within the Tools menu.

Tools iﬂdions Help

Send/Receive 3

Instant Search 3

Addresz Book... Ctrl+5Shift+B

fE

Organize

B

Rules and Alerts...

Qut of Office Aszistant...
Mailbox Cleanup...

Empty "Deleted Items" Folder

i) @D

Recover Deleted Items...
Forms 3

Macro [
——

Account Settings...

2. Click on the Internet Calendars tab.

F ™
Account Settings -_— b - M

J— — —

E-mail Accounts
‘You can add or remove an account. You can select an account and change its settings.

| "{| Data Files | SharePoint Lists| | Internet Calendars

3. Click New.

o hl
Account Settings — —-— — ’ M

e — — — — -

Internet Calendars
‘fou can add or remove an Internet Calendar. You can select a calendar and change its settings.

|P|.I:>hshed (a.lendarslhdd.ressBooks




Paste your URL in the space provided and click Add.

- =
Mew Internet Calendar Subscription M

Name the folder (calendar) and click OK.

o - —

r —— —
Subscription Options A u

% Use the choices below to configure options for this Internet Calendar.

General
Folder Name: |Otlzwa University events| I
Internet Calendar:  learn
Location: https: fjottawau. blackboard. comfwebapps calendar fcalendarFeed/c3b210e3
Sbi164eeehfcas7277b1717b0 learn.ics
Description:
i
[ Don't display this calendar on other computers I use
Attach t:
[ Download attachments for items in this Internet Calendar
late Limit
{l || Update this subscription with the publisher's recommendation. Send/Receive groups do
not update more frequently than the recommended limit to prevent your subscription
i from possibly being cancelled by the content provider.
f Current provider limit: 4 hours i
—
=
Click Close.
r
Account Settings S -_—— [
Internet Calendars
You can add or remove an Internet Calendar. You can select a calendar and change its settings.
E-mail | Data Files | SharePoint Lists |} internet Calendars }| pubiished Calendars | Address Books
i New... P Change.. ¥ Remove
L
Internet Calendar Size Last Updated on |
Ottawa University events 12.61KB 2/222013 3:10 PM fl
tl
|
fl
| fl
|
|
Subscribed Internet Calendars are checked once during each download interval, This prevents your list from possibly |
being suspended by the publisher of an Internet Calendar.
b
b
L
Close




7. The Blackboard calendar events appear.
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