Calendar Instructions 
(from Quia Help http://www.quia.com/help/activities/manager/calendar.html )

You can use the calendar to keep your students informed of important dates for items like quizzes, assignment due dates, and special class events. Quia can display your calendar on your profile page and on your class pages. When you include a calendar on your profile page, Quia shows all events that are associated with at least one class. When you include a calendar on a class page, Quia only shows the events for that class. If you create events that are not associated with any classes, they are private and Quia will not show them to other users viewing your profile page or on any class pages.

Navigating

· You can click the appropriate tab for Day, Week, Month, or Year to go to the view you prefer.

· To view events for just one class, select a class from the View events for drop-down list, then click Go.

· To navigate to other days, months, or years, use the calendar navigation, located to the left of the calendar.

· To go to the current day, click the link under the Today is label, located to the left of the calendar.

Adding events

To add something to your calendar, follow these steps:

· Click Add event. 

· Enter a title and notes for your event in Section 1. 

· Specify the event date, time, and duration in Section 2. 

· In Section 3, select the check boxes for the classes you want to associate with the event. Quia will display the event on the class page of each class you select here. 

· In Section 4, specify the frequency of the event, if it is a repeating event, along with the expiration. 

· Click Done. 

Editing events

To edit an event on your calendar, do one of the following:

· If you are on the Day, Week, or Month tab, click the link for that event, then make your changes and click Done. 

· If you are on the Year tab, click the date of the event, which Quia displays in bold, then click the appropriate event. 
Note: For repeating events, you can edit the entire series or just one occurrence of it.

Deleting events

To delete an event, do one of the following:

· If you are on the Day or Week tab, click the trash icon for the event. 

· If you are on the Month tab, click the link for that event, then click Delete event at the bottom of the window. 

· If you are on the Year tab, click the date of the event, then click the trash icon for the event. 

Adding the calendar to your profile

To add your calendar to your profile page, follow these steps:

· Click My Profile in the menu on the left side of your window. 

· Click Edit profile. 

· Select the Include calendar check box. 

· Click Save. 

Adding a calendar to a class page

If you did not select one of your classes when you created your calendar and you want to add that class later, you can do so from the Class Editor. To do so , follow these steps:

· Click Classes in the menu on the left side of your window. 

· Click the Edit link for the appropriate class. 

· Scroll to the bottom of the window and select the Include a calendar to inform students of upcoming events check box. 

· Click Save changes. 
