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Why should you consider using the calendar function of Schoology? 

 It maintains a course calendar for you and for students. 

 It helps students stay organized and gives them an excellent 
model of how professional adults organized their daily 
responsibilities and long-term projects. 

 The course calendar is available to parents who join Schoology, 
thus keeping them up to date on upcoming assignments. 

 Assignments listed on the calendar allow you to attached PDFs 
and other files so that these are easily located by students (no 
searching through endless computer files or searching for a paper 
in their backpacks/lockers). 
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The Teacher calendar 

 

 

1. The right-hand column of the teacher’s home screen has three 
sections: 

a. Reminders of assignments submitted and needing 
grading 

b. Upcoming events (designated by a calendar icon) and 
upcoming assignments due (designated by an assignment 
icon) 

c. Calendar link 
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 Click on the calendar link to see the current month’s calendar, 
which lists all events and assignments due. 

 Use the arrow keys in the upper left to move from month to 
month. 

 Use the “Month”, “Week”, and “Day” buttons in the upper right 
to select the mode in which to view the calendar. 
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 To the right of the current month name, pull down the blue 
“Calendars” link to choose which calendar or calendars to view.  
Turn on (or off) the calendars to view by clicking (or 
unclicking) the box next to each calendar name. 

 Click on any event or assignment to get more information. 
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The Course calendar 

 

 

 Each individual course has its own calendar that contains 
events and assignments placed there by the teacher. 

 Students can see what assignments are coming due in this 
section. 

 Students can select calendars to view in the same way as 
teachers. 
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How to add an event to your teacher calendar 

1. Open your calendar by clicking on the “Calendar” link on the 
right hand side of your home screen. 

2. Locate the date on which you wish to add an event.  Click once 
on that date. 

3. The following dialogue box will open.  Fill in the requested 
information and click on the “Create button”. 
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How to add an event/assignment to a course calendar 

1. Pull down the “Courses” menu and choose the course you wish. 

2. Open the course calendar by clicking on the “Calendar” link on 
the right hand side of your home screen. 

3. Locate the date on which you wish to add an event.  Click once 
on that date. 

4. The following dialogue box will open.  Fill in the requested 
information and click on the “Create button”.   
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a. Notice that you can choose whether to make the entry 
and “Event” or an “Assignment” by choosing how it is 
posted at the top. 

b. Also notice that you can attach a file to the entry. 

c. The course in which you are adding this event is 
automatically listed at the bottom of the box, but you can 
add additional courses by typing in the name of the 
course (as you type, the available courses will appear – 
just click on the one you want). 

 

 

Workload planning – Go see Josh Foster! 

 


