
Course Tools: Calendar and Tasks 
Goucher College 
Calendar 

Calendar Instructors may use the Calendar to indicate important dates for participants. Dates 
posted in the calendar are visible to all participants in the course.  

 
To access the 
Calendar, click 
on Control 
Panel 

    
 
In Course Tools 
click on Course 
Calendar 

 
 
The Calendar: 
View by Day 
page opens 
 
To have a 
different view 
of the calendar, 
use the tabs.  
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Calendar Views 
 
Click on View 
Week 

 
 
Weekly View 

    
 
Click on View 
Month 

    
 
Monthly View 

    
 2



 
Click on View 
Year 

 
 
Yearly View 

 
Add Event 

 
To enter an 
event in the 
calendar click 
on Add Event 

 
 
The Add 
Calendar 
Event page 
opens 
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Type the Event 
Name and a 
Description 
about the event.  

 
 
Select the Date, 
Start and End 
time.  
 
Click Submit to 
post the event  

 
 
A Receipt is 
given 
 
Click OK 

 
 
The Event 
appears as a 
link.  
 
Note: In the 
yearly view it 
appears in red.  
 
Click on the 
link to view the 
complete 
information 
about the event 
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The Calendar 
View Event 
page opens. 
 
In this page 
instructors may 
Modify or 
Remove events.  
 
Note: Events 
can be modified 
or removed in 
any view.  
 
 

 
 

 

Modify and Remove Event 
 
Click on 
Modify 

 
 
The Modify 
Calendar 
Event page 
opens 
 
From this page 
instructors may 
change previous 
information.  
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Click on 
Remove 

 
 
The Remove 
Event window 
opens. Click 
OK to delete or 
Cancel to quit. 
 
Note: Removing 
an event from 
the Calendar is 
final.  
 

 

    

Quick Jump 
 
Click on Quick 
Jump 
 
This feature 
allows users to 
search and find 
events in the 
calendar.   
 
The Calendar 
Quick Jump 
page opens 
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Select a Date 
 
Use the 
dropdown menu 
or the Calendar 
Icon.  
 
The Arrows: 
Click on the 
arrows to change 
the options. 
 
Calendar Icon: 
Click on the 
icon; a small 
window opens. 
Select the day by 
clicking on it.  
 

 

 
Select the type 
of view 
 
Click Submit 

 
 
The next window 
takes you to the 
event you have 
selected.  
 
To view all the 
information click 
on the link.  
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Click OK to exit 
and go to 
Control Panel.  

 
Tasks 

Tasks The Tasks page organizes activities in the course.  This page may include all 
activities the instructor wants students to complete during the course. The advantage 
of preparing a Tasks page is to keep all assignments in one area for participants to 
view. However, it is up to the students to inform the instructor of the status of the 
assignment. Students need to select “in progress” or “completed” to let the instructor 
know. Adapt this feature to your students’ needs.  

 
Click on Tasks 

 
 
The Tasks page 
opens. 
 
Click on Add 
Task 

 
 
The Add Task 
page opens. 
 
Instructors need 
to complete the 
information 
about the task.  
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Type the Task 
Name and 
Description.  
 
Select the Due 
Date 

 
 
Task Options: 
Select from Low, 
Normal or High 
Priority 
 
Click on Submit 

 
 
A Receipt is 
given.  
 
Click OK 

 
 
The task has 
been added to the 
page.  

 
 
Tasks may be 
Modified or 
Removed from 
this page.  
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Click on Modify 

 
 
The Modify 
Task page 
opens. 
 
Make changes to 
the task and click 
Submit.  

 
 
Click on 
Remove 

 
 
Removing a 
Task is final, 
click OK to 
delete, or Cancel 
to quit. 

 
 
Click on the 
Task link 
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The Tasks page 
opens. 
 
It contains the 
names of the 
participants and 
the status of the 
task. 
 
Note: This view 
is only accessible 
from the Control 
Panel.    
 

 

 
In the example, 
the student has 
selected the “In 
Progress” option, 
to inform the 
instructor about 
the status of the 
assignment.  
 
Click OK to exit.  

 
 
Click OK to go 
to Control Panel.  
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