
Calendar 
The Calendar allows students, teaching assistants, and instructors to exchange scheduling 
information quickly and effectively with dated reminders and events.  
You can create calendar entries to provide students with information about: 

o assignment due dates and tests. 
o changes to instructor office hours. 
o links to course content and external websites. 

 

 

 
To access the Calendar Tool: 
 

o Go to Course Tools 
o Click Calendar 

 

 

 
The Calendar displays three types of 
entries: 
 

o Course-Related: entries that are 
public (viewable by all section 
members) or private (viewable only 
in your calendar). 
 

o Personal: These entries are 
private. 
 

o Institution: administrator-created 
entries viewable by all institution 
members. 

 

 

 
 
You can view the Calendar by month, 
week, or day 

 



 

 
To Add an Entry: 
 

o Click on the number of the day you 
wish to enter  
or  

o Click Add Entry 
 
 

 
 

o Enter a Title. 
 

 
 

o Enter Start and End Dates and 
Times. 

o Enter the Entry Type of entry it is.  

 
 

o Enter Recurring Events, and Link 
to Files or other content. 

 
 
 
 
 
 

o Click Save. 
 

 
 

 
Determine how Calendar works specifying 
its 
settings.  
 

o Click Calendar Settings 
 
 



 

o Choose Entry Settings and 
Calendar view. 

o Click Save. 
 

 

 

Calendar can also be accessed form the 
My Wentworth tab. 

 
 
 


