
Blackboard Student Tutorial: 
Using the Calendar 

 
 

 
 

 
 

 
 
 

To access the Calendar 
click on Calendar. It is 
located on the Course 
Tools Menu bar. 
 
 
 
 
This is the main screen you 
will see after clicking on 
Calendar. 
 
There are several features 
including: add entry; 
create printable view, 
calendar settings, display 
new entries, and today’s 
agenda.  
 
There also three views. 
The main view that you 
see, view by day, and view 
by week.   
 
 
 
 
 
 
 
 
 
 
To add an entry, click on 
the Add Entry button at the 
top of the main calendar 
screen. 
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This is the Add Entry 
screen.  To add an entry, 
fill out the form.  Give the 
entry a title, and a 
description.  The title is 
required (note the red 
asterisk).  
 
Specify the date and time 
range, and whether it is an 
all-day event. 
 
Specify the type and the 
access.  If you’d rather 
keep this event to yourself, 
it will be invisible to your 
classmates and anyone 
else who sees your 
Calendar.   
 
Click SAVE after you are 
finished. 
 
 
 
 
 
 
To create a printable view 
of your calendar.  Click on 
Create Printable View.  It 
is located at the top of the 
main calendar screen. 
 
Specify the date and time 
range, then hit continue at 
the bottom of the page. 
 
After clicking continue the 
next screen will display the 
specified date range.  Click 
PRINT. 
 
 
 
 
 
 
 
 
 
 
 
To change the calendar 



 

 
 
 
 
 
 
 
 

 

 

settings, click on Calendar 
Settings, which is located 
at the top of the main 
calendar screen. 
 
Specify which view you 
would like to see each time 
you log in.  Month, Week, 
or Day.  
You can also specify which 
day of the week you would 
like the week to start with. 
 
You can also specify a 
custom view.  Choose 
between: 
• Show entries from all 

my courses. 
• Only show entries from 

these courses. 
• Show personal entries. 
 
After customizing, click 
SAVE. 
 
 
 
 
 
To see entries that have 
recently been added by 
your instructor or by you, 
click on Display New 
Entries.  It is located at the 
top of the main calendar 
screen. 
 
 
 

 


