


 

COLORS: Choose a color 
swatch for each category, then 
click APPLY. 
 
LAYOUT: choose which column 
and select the order in which you 
would like the items displayed on 
your main screen. Use the Move 
Up, Move Down, Move Left, and 
Move Right buttons to make a 
change.  Then click SAVE. 

 

 
 
 
 
 
 
 

 
The MAIN SCREEN is broken 
into three sections: AGENDA, 
COURSES, and PERSONAL 
LINKS. 
 
The Course section is in the 
middle and is the main focus on 
the page.  It lists all the courses 
you are taking online or 
supplemental.  Also the small 
icons with green asterisks by 
them are items that have been 
updated or added, or 
assignments with a deadline. 
 
The column on the left is an 
Agenda area.  
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To Add an Item: 
For both the calendar and the 
To-Do List, click on the Edit 
Drop Down Menu (as seen in 
the first picture), fill out the fields 
as prompted, and then click 
save.  It will then appear in your 
Calendar and/or To Do List.   
 
 
 
 
 
Personal Links: 
The section on the right included 
a list of personal agenda links. 
To add a personal or campus 
bookmark, click on the drop 
down arrow at the top right 
corner of each box.   
 
To Add a Bookmark: 
Click on the Edit Drop Down 
Menu (as seen in the first 
picture), fill out the fields as 
prompted, and then click save.  It 
will then appear in your 
Bookmark list. 
 
We will learn more about the 
calendar function in a different 
section.   
 
Courses: 
The section in the center is 
where your courses, any campus 
announcements, external 
courses, and your calendar week 
will appear.   
 
Each icon under the course link 
represents an area that has been 
updated recently (see picture). 
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