Posting to Other Calendars

First, login to edit your teacher section. Go to your calendar and click on the date to add
and event or hover over a previous event until the “Edit” button appears.

Once the calendar item has been entered, click the “Post to Calendars” tab.

Event Title:

UIL SuperConference, UT-Austin 1

Event Recurrence Registration Location

Enter a start date and description for your event. If you want, you can entél

Start Date: Description:

10/5/2013 ‘ o m 4D

@ All Day A styles ~ Font Name ~ FontSizev A v i

W B— Heva FRBREHEQO
End Date:

10/5/2013 ‘ My company of Antigone, and those students signed up for One-Act Play competition will attend University of Texas-Austin
for their Annual UIL St nce. Students will attend workshops to hone their skills in the acting/technical areas of
theatre. Students mu: up with Ms. McLuckie and have paperwork filled out in order to go on this Saturday trip.
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Category:
Choose a category to color-code your event.

I UIL Academics

Save ‘ Cancel Create E-Alert

Next, click “Post to other calendars” and “Post to ....” (your campus calendar). Last, click
“Add Collections.”

Event Title:

UIL SuperConference, UT-Austin

Event Recurrence Registration Location Contact Post to Calendars

If you want, you can submit a request to post your event to other calendars by adding collections.
™ Post to other calendars

™ Post to Corsicana High School

pllections contain groups of site, channel and section calendars where your event will display if approved.




Then, select the “Collections” you’d like to add to. For example, you may want to add it to
the District Calendar.

Add Collections

Click on collections to select them. Approval may be required to display your event on the calendars in the
collections you choose.
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