How to Add Assignments/Homework to Your Calendar

1. On the left-hand side of the website www.tecvictoria.org there is a button for “teacher links”.

2. Click on this button to go to the page.
3. On the right-hand side of the “Teacher Links” page is a button link to “Teachers Assign A Day
Calendar”. Click on this link to go to the website:
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Teacher-created calendars lo manage classes and assignments

Assign-A-Day is a free tool designed to enhance teacher and student
communication through an enline teacher-managed calendar. Teachers create
a calendar for each of their classes and add assignments for the students to

view. Students view their teachers’ calendars in order to see assignments for i E-mail address |:|
classes they might have missed, orto get an averview of the class. Here you can I:'

view a sample calendar. : Password
. Forgot password

Teacher Login

Log in Here

Mew features of Assign-A-Day include

# Create assignments that span multiple dates

o Make shared calendar to work collaboratively with other educators
# Duplicate and edit your calendars

earch for a Calendar
Registration for New Users
Though this tocl is free, you must Register to keep your calendar information Calendar 1D l:l
organized. Register Now H OR

IMPORTANT ! Teacher LastName l:l

This tool is for school, activity, and class calendars only. Personal calendars will ORAND

be deleted without notification as will calendars with inappropriate entries
. Calendar Subject l:l

Calendars with no entries will be deleted within 2 weeks. Please add the word
Demo to your calendar if you are just practicing and don't want your calendar to
be saved

4. Login using your Trinity email address and your Headmaster password.
5. You will now be on the page where you can edit your calendar. | have already started the
February calendar. So click on the “edit” button to the right of where the calendar is listed.
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Teacher-created calendars to manage classes and assignments

Calendar Manager

[=] Instructions

 Atthe beginning of each page, vou will see the icon [#] or (=] This icon will showihide the instruction ofthat page.

# Onthis page, you can create new or duplicate calendars. You can also edit and view your calendars and assignments. You
can return to this page from any section by using the Calendar Manager link.

» [fyou are a new user, your firsttask will be to create a calendar. Then you will add assignments to that calendar.

Welcome Mrs. Brown !

Create A Calendar

& Calendar Title: | | [__creats calendar

HTo duplicate one of your existing calendars, firsttype a new title in the box above and then enter the Calendar ID in this box

Duplicate Calendar

Date Created Calendar Name Options
Calendar ID . P
v AY IRER

Click edit here

£z23810 FEB 05, 2008 15:27 | Middle Schoal Math AFER

The following icens perform these features when you click on them:
(& view Calendar Preview your calendar.

[ Fdit calendar Undate add or delete assinnments an vanr calendar


http://www.tecvictoria.org/

6. A listing of each days entries will appear. You can edit the assignments here.
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Teacher-creatsd calsndars fo manage classss and assignments

Assignment Manager for Calendar

Instructions
The Assignments for Calendar Middle School Math

Assignment Date Assignment Hame Options

Filter : Year | AL Month Pop-up Description | H .

AY AV AY By
[ozmerz008 |EF [ozroeizoos | GliwiES | sth AP R
[o2marzo0s |78 [ozioeizoos |TE givwres | 8th Reoular MR
[02i0erz008 |78 [0zr0giz00e | Eliswseg | 7th AP e
[ozmerz008  |E8 [oziosizooe  |CF GliWTES | 7th Regular R
[o2marzo08 |78 [ozoeizoos |78 giivwves | oth AR R
[02i08r2008 |7 [02108i2008 |7 GiswiTEE | Gth Regular e
[o207r2008 |TF [ozo7mizoos | GlisweES | gth AP R
[o2r072008 |78 [ozio7izoos |TE givwerEs | 8th Reoular R
[nomziznne 78 [nzmzionns |78 suswses | 7har W R

7. Ifyou click on the “edit” button next to the assignment it will take you to a new window to edit
the contents.
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Teacher-created calendars lo manage classes and assignments

Update Assignment

Name of Calendar: Middle School Math

1. Enter a date for an assignment or an upcoming event. Ifyour need to Beginning Date:

choose the date from a popup calendar, click on the litle calendar next to the ozmszo0s |78

text box. Note: Add the date in this format (MMDDAYYY).

2. Enter the assignment end date. (Not required) End Date
If you want the assignment to appear for more than one day, you need to enter 02/08/2008 E|
an End Date. Also, you have the option to exclude some days, such as The Days:

weekends, hy clicking on the days that you want to exclude until the
background color of that day become white not green

8un Mon Tue Wed Thu Fri Sat

3. Enter the assignment title or the name of the event as you want itto appear | Assignment Title
on your calendar. |Bth AP

4, Enter the description ofthe assignment or event. If you wantto add a linkto | Assignment Description
another Web page, include the complete URL (i.e. hitp:/fwww dteachers.org/).
Ifthe URL is not prefixed by an “http://” then the URL will not appear as a
hyperlink when you or your students view the calendar.

mixed review page 207

Hote: If you want your text to appear in bold or italics insertthe following HTRIL
tags around your text

» for bold use: <b=yourtext here=/b=

» foritalics use: =i=your text here=/i=

For example, <i=Extra Credit : American History Essay=/i=(entered as your
assignmenttitle} would appear as Extra Credit' American History Essay in

8. Then click “update this assignment”

9. Exit out of each window and logout. This will update the calendar on the website. Please feel
free to do this if you are going to add an assignment or if you don’t get to all of your
assignments! Thank you so much. Jo Ann
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