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Managing the Calendar in WebCT 6.0 involves Adding, Editing and Deleting entries.   
 
The HELP MENU in WebCT provides help with whatever section you are in.  For example, if you are in 
the Calendar section and select help, Calendar help will be provided. 

 
 

 
 

ADDING AN ENTRY 

 

STEP 1 
 

Either from the  

or the  tab, click 
Calendar on the Course 
Tools menu. 
 

 

 

STEP 2 
 

Click Add Entry. 
 

 
 

STEP 3a 
 
Add a title and description 
to the event.   
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STEP 3b 
 
Choose the date for your 
event either by clicking on 
the calendar icon or 
selecting the date from the 
drop-down boxes. 

 

 

STEP 3c 
 
Designate the type and 
access of the event and 
click Save.  
 
 
 
 
Note: to add links or 
recurrence to the event, 
click on the More Options 
button.  
 

 

FINISH 
 
The event should now 
show on the calendar.  To 
view the event, click on the 
date of the event. 
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EDITING AN ENTRY 

 

STEP 1 
 
From the Action Link  by 
the event to be edited, click 
Edit. 

 

STEP 2 
 
Edit the event as 
appropriate and click Save. 
 

 

FINISH 
 
Verify changes. 
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DELETING AN ENTRY 

 

STEP 1 
 
From the Action Link  by 
the event to be deleted, 
click Delete. 

 

FINISH 
 
Confirm the delete by 
clicking OK. 

 


