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Overview

OIS Calendar is an easily mastered time management tool for your online class.
You can use Calendar to display class times, assignment deadlines, daily
announcements, almost anything in your course that has a time and a date
attached to it. Through several different views, students can see and even access
whatever items you put in the Calendar. Because Calendar is a fairly
straightforward application, virtually all of its operation will be covered in this
manual.
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Getting Started

Launching Calendar

Minimize all windows by clicking on Double-click on the “Calendar” icon
the “Minimize” button as shown in the to start the program (see below).
following picture:

=@ilil

Mirirnize

Understanding How Calendar Works

OIS Calendar works in much the same way as Microsoft Outlook or any other time
management software. As the instructor, you enter scheduled items for your class,
along with the date and times appropriate to the item. Students can then view the

Class Calendar in day, week, or month units through the OIS Web interface.

ltem Types

Calendar accepts three types of items:

Appointments — Items that have beginning and ending dates and times.

Tasks — Items that have beginning and ending dates only. A task appears every
day within the date range.

Announcements — Items that have beginning and ending dates only. An
announcement appears separately from other types, usually at the top of the
screen.

Creating a Class Calendar

Creating a Calendar File

File Edit Tools Help

OGN e x| s |0

(@ Open  “Chrl+0

To create a new Class Calendar, first =
open Calendar. o
B Close  Chrl+F4
Then, choose File | New. 5 lnpor
Export
Hew




Enter a file name for the Calendar file.

Click “OK”.

The Main Interface

Create New Calendar File {College Algebra) 5'

File Mame

| Date/Time |

=.

File: N ame: IClass Calendar

Filzs of Type: ICaIendar files [*.0ic)

j Cancel |

The Calendar window allows you to view your Class Calendar sorted in a number

of ways.

Active Classes and Sections

The first step in setting up your
Class Calendar is to set the
file active for the appropriate
classes and sections. To do
this click the “Change” button
underneath the toolbar in the
Calendar window. Then, select
the class codes and sections
that this calendar file will be
active for.

Monthly View

To view your Calendar in units
of a month, click the “Monthly
View” tab.

IE‘ Calendar v1r68 [Class calendar.oic in ftest/oil01-

File

Edt Tools Help

Do w6 & 4 2§

tdake this calendar active for,  UI100-74 [}{Cﬂange |

Manthly View |Qa\|_l,l Viewl List \u"\ewl Time Allocation |

J anuary 2003 < Previous Current Mext > ‘
Sunday | Monday | Tuesday | Wednesday Thursday Friday Saturday |
1 2 3 4
week 1
5 6 7 8 1
‘Week 2
12 13 14 15 18
week 3 12:00 am: Test 1
19 20 21 22 23 24 25

Week 4




Daily View

To view the items in your
Calendar on a daily basis, click
the “Daily View” tab.

List View

To view all items in your Class
Calendar as a single list, click
the “List View” tab.

Monthly View Daly View |I__isl \u"\ewl Time Alocation |

Friday. January 10. 2003

Announcements / Tasks I
Announcemant: Test is next week

< Previous Current Mest

aAM d

9aM

108M
114

12PM .00 Clazs: Presentations will start today. R J
1PM

HMonthly Viewl Daily Yiew List View |Iime Allacation |

Adding Items to the Calendar

To add a new item to your Calendar,

choose Edit | Add Item.

NOTE: You can add a new item in the

Monthly, Daily, or List View.

ltem Properties

The Item Properties window
will be displayed.
1. Choose an Item Category
by clicking the appropriate
radio button; then, choose
an “ltem type” from the
drop-down menu.
Enter the item “Title.
Select the starting and
ending date/time fro
appointments from the
drop-down menus.
4. Enter a description of the
item.

w N

Begin Time | End Time | Title | Type | Subtype | Recur |
0/10403 01/10/0311:45:00 ... Testis next week  Announcement  Announcement Mo
0/A0/031200:00 P 01/10/0311:45:00...  Class Appointrment Class time Mo
01/13/03 01/13/0311:45:00 ... Test1 Appointment Test Mo
01/23/03 01/23/0311:45:00...  Quiz1 Appointment Quiz Mo
"
2=, Calendar v1r68 [class calend
Fie | Edt Tools Help
O Gopy, Ctri+C
I, Paste ChriV,
Mak ¥ cut Cri+x | UM
il _— 5t Wi
- X Delete Ttenft  Del
Move Item 200‘
— Preferences —
e _lol x|

E Calendar Iter"'G"ry

[ SaveClos % by

—Wwhat item do you want to add ta the calendar
& Appointment

Brmissions 4 %Recurence ¥ Cancel/Close

 Task
 Arnouncemert

Item type:

Test

20

Propertie:

Title: ITest 1

@)

Start Time | 1/31/2003 x| [12004M

j Appointments are calendar items that hawve start ar]d end times.

appear in the cellz of the monthly and daily views.

EndTime | 1/31/2003 x| [11:45FM =]

= [Fozen = [ =l

Bl!lgl %l%lél{f §§| Al’gl lex‘l ITimesNewHoman

This test will cover chapters 1, 2, and 3 from the book. You can take the test online at any time on Janwary
31, and you will have 45 minutes to finish it.

Link to
URL Text: IEhCK here to go to the UTest aiea 9
URL Link: If’ois-bin.-"utestsrv.-"utestsrv.dl\




5. If you wish to add a hyperlink to the item, enter the text and address for the

link.

6. When you are satisfied with the properties, click “Save/Close”. You will return

to the Calendar window.

There are two other methods for adding an item to the Calendar:
1. In Monthly View, double-click on a day in the calendar; the Item Properties will
open with beginning and ending dates automatically set.

2. In Daily View, double-click on a time

slot; the Item Properties will open
with beginning and ending times
automatically set.

Permissions

22 23 24 25

29 30
1200 am: Test 1

[changed [online 4

You can limit access to an item in your Calendar by setting permissions in the Iltem

Properties window.

To set permissions, open the Item
Properties window, and click
“Permissions” in the toolbar.

In the Permissions window, click “Add”.

By default, “Everyone” has permission
to access all items.

In the “Add Users to Permission List”
window, the top pane will list all
students and groups defined in the
Class Manager.

Click on a student or group name to
select that group.

Click “Add”; the selected name wiill
appear in the bottom pane.

Click “OK”.

&l calendar Item Entry
E Save/Close IW {%Recurence M Cancel/Close

What itern do pou want to add ta the 2alendar?

(¢ _dnnnintrment

Permissions x|

Name | Permission |
0 Everone Al

Bemove | View/Edit |

aK. Cancel |
Add Users to Permission List x|
Evemone -
@ Section 1
ﬁ Group 1

£ Alexanders, Jobn L
£ Avestuz, Micholas 5
£ Buonin, Matthew E

& Brick, Kristin D

4 Rramin K athlren b j
Click Add to add the zelected item abowve ta the list:
@ cection

Cancel




If you have limited permission for an item, be sure to remove the “Everyone”

permission from the list:
e Click “Everyone” to select it
e Click “Remove”.

When you are satisfied with your permissions list, click “OK”.

Recurrence

If you have a recurring item in your Calendar (for instance, a lab period), you only
have to enter the item once if you make it a “recurring item.”

To set a recurrence, open the Iltem
Properties window for the recurring
item.

Click “Recurrence” in the toolbar.

In the “Recurring Event” window,

e Select a repeat interval by clicking
on “Day”, “Week”, “Month”, or
“Year”.

e Define the interval by entering a
number in the textbox or clicking
the up/down arrows

e Select an ending date from the
drop-down menu

e If necessary, select the days of the
week by clicking on the appropriate
boxes

When you are satisfied with the
recurrence, click “OK”.

Saving the Calendar

To save your Class Calendar, choose
File | Save.

:g‘ Calendar Item Entry

[ SaverClose Q Permizsions | 4% Recunence RX Cancel/Close

What item do you want to add to the calendar?

Recurring Event

Mone | Day ||ﬂeek&ﬂonth | Year |

Every I'I_ﬂ “Week(s]

End on I 21372003 'l

Repeaton 5 M (T M (T [F S

Repeat intervat
’7 Every week on Monday, Tuesday, Wednesday, Thursday. and Friday

Cancel

:ﬂ Calendar v1r60 [Class Calendar.oic in /instructor/mal34]

File Edit Tools Help

Ol Hew CtrI+NI§,}$ﬁX| e By | B

= Open  ChrHO
tive for:

College Algebra

E (MA134.01) Section
SRR ) | List Viewl Time Allocation |

01 Close  Chrl+F4

| January 2003

Imnport W

Export Manday | Tuesday | wednes

K] Exit




Time Allocation

Time Allocation is a feature in Calendar which allows instructors to set up time
slots for students to enroll in. These time slots could be for instructor-student
meetings, group projects, lab time, or anything else that requires students to sign
up for specific time slots.

:E: Calendar v1r68 [class calendar.oic in /test/0i101-37]
File Edit Tools Help

=]k

Do || i &[

Change |

tanthly iew | Daily View | ListView | |

“rou can define time slots to be reserved by students for resources such as labs, office. anline canferences
or phone calls. This way, students can pick the times from a pool of available time slots defined by you.

bake this calendar active for. - UI100-74

To set up Time Allocation
slots click the Time
Allocation tab when you
have a Calendar file

The following lists shows all your resources that hawve allocated time slots.

Fesource Name Total Slots Free Slots Showing
open. Then, select Add
Item to add a new
resource for students to
sign up for.

Add item %l Open ltetm Delete lterm |
[ [ |online Y
Time Allocation Editor il

Fesource Name:

Description:

Student should sign up in an available slot forlak time.

Fermissions: I(Everyone:AIIDw)

Edit |

In the Time Allocation
Editor fill in the desired

Start showing on the weh page |3 days before the first slot becomes availahle.

[v Send me an email every time someone picks a time slat

properties and click the

Date Begins Ends

Duration (minutes) | Taken b

Add button to add time
slots to the resource.

Edit

Delete |

Add ’\J
b

]

Cancel




Then, select the length of
each time slot and how
you would like to break
the time slot up. When
done click OK on the
Time Slot properties
window and on the Time
Allocation Editor window.
Once you save the
Calendar file the time
slots will be available to
students on the Student
View.

Time Slot Properties il

“'ou can define a single time slot or a range of time slots with the same
length. Please make your selection below:

Date: | 5/24/2004 -]

From | 80000AM = to | BO000OPM =

[v Breakthe range into slots of I1 5 i’ minutes each

Ik, Cancel |




The Student View

|. Adding a Link to Your Course Web Page

If you used a template to create your OIS class, you probably have a link to Forum
In your pages already and you can skip this section. If you don not already have a

link, follow these steps:

1) Open your main course Web page in your favorite HTML editor.
2) Make alinkto Zois-bin/calendarsrv/calendarsrv.dll. Make
sure you type the first slash, too.

3) Save the page.

Viewing the Class Calendar Online

To view the Calendar through
a browser, click on the
Calendar link on your course
home page.

When the Calendar is
displayed, the student can
view details regarding an item
by clicking on the item name.

a Course Home Page - Microsoft Internet Explorer ;lﬂﬂ
J Fil: Edit “iew Favorites Tools Help |

J d=Eack - = - @ fat | hsearch [Favortes Meda (F ‘ By S 0 - 2

J Address I@ http: fcst-tst. semo. edufinstructorimal 34/ j @Gn

[

|@ hktp/icsti-tst, semo.edufois-binfcalendar sty calendarsty dil ,7 ,7 ’7 |° Inks

a http:/ /cstl-tst.semo.edu/ois-bin/calendarstv /calendarstv.dil - Microsoft Internet| =10 Iil
JEiIe Edit iew Favorites Tools Help

J PBack - = - @ it | @Search (3] Favorites @Madla 5‘%. =) E 2 @ QP

J Address IEJ hittp: fcstl-tst.semo. edufois-binfcalendarsrv calendarsey, di ﬂ @GU

EE Online Instructor Suite

Class: College Algebra (MA134-01) Month | Day (Bl List )(F]Add item)
Instructor: Jane W Instructor (Emaily

Student: 595123456 (Matthew E Bonn)

January 2003 4 Previcus W current | Next
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
5 6 i 8 9 10 "
12 I ) 15 1% 7 18 -
it
19 4] 22 23 24 25
26 27 28 29 30 kil
|Ej hktp:/icsti-tst, semo.edufois-binfcalendarsty/calendarsty dll#null ,7 ,7 ’7 |° Internet 4
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The Details window displays the

description you entered in the Items

Property window, along with any
hyperlinks you may have inserted.

4} http://cstl-tst.semo.edu/ois-bin/calendarsry /cale

JEi\e Edit ‘iew Favorites Tools Help

77N 1/13/2003

K/

Test1

Click here to go to the UTest area

12 1989-2003 OnlineCourseTools . Com

Test

This testwill cover chapters 1, 2, and 3 from the boak. You can take the test anline
at any time on January 31, and you will have 45 minutes {o finish it.

Adding, Editing and Deleting Personal Calendar

ltems

Students can manipulate items in their personal calendars through the Web

interface.

To add an item to a personal calendar,

click on “Add Item”.

Month |30 Day ]E@ List

| 4| Add item|

Fill out the form with Title,
Date/Time, and Text
(Description).

When the information is
satisfactory, click “Submit”.

2 http:/ /cstl-tst.semo.edu/ois-bin/calendarsrv/calendarstv.dil faddform?embeds _ o x|
J File Edit “iew Favorites Tools  Help ﬁ
J PBack - = - @ it | @Search (3] Favorites @Madla @ ‘ %v =] E 2 L]
J Address I@ http: ffcstl-kst, sema, edufois-binfcalendarsrvicalendarsry, dilfaddform?embedon= j @Gu
Add Calendar ltern E
IGrDup Meeting
month |1 Day|2 Year|2003
¥ This itern has start and end times
Frorn |08 ¢[00 IAM -
1o [09 ;IDD Al ‘l
The group meets for the first time at EKent d
Library.
=
-
|&] pone ’_’_’_|° Inkernet 4
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Signing Up for open Time Slots

If time slots are available they will show under “Today’s Announcements” part of

the Calendar.

Students can click on
the link to sign up for
time slots.

The student will then
be presented with a
list of available time
slots and will be
prompted to choose
one.

Once the student
enrolls for the time
slot the time he or
she has enrolled in
will appear on the
Calendar under the
Announcements.

Today's Announcements:
& 29 slots for Lab Ti@a available. Click to enroll.

Fle Edt View Favorites Tools Help | *

GBack >R \ﬂ \ELI _;\J | /'- ) Search :\?’ Favorites @A Media %) - \'r__ B - 2

Address I@j http://cstl.semo.edu/ois-bin/calendarsrv/calendarsrv.dl/addslotpick?resourcename=Lat j a Go

Links £]Google &] UI100

-~
o Online Instructor Suite

Lab Time

@® 5/24/2004 from 10:15 AM to 10:30 AM
('[%12412004 from 10:30 AM to 10:45 AM
 5/24/2004 from 10:45 AM to 11:00 AM
 5/24/2004 from 11:00 AM to 11:15 AM
5/24/2004 from 11:15 AM to 11:30 AM
 5/24/2004 from 11:30 AM to 11:45 AM
 5/24/2004 from 11:45 AM to 12:00 PM ~|

Today's Announcements:

¢ Enrolled for: Lab Time at 5/24/2004 10:15:00 AM to 5/24/2004 10:30:00 AM. CI@ here if you cannot
attend.
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Editing Calendar Files

Opening an Existing Calendar

File Edit Tools Help

D) mew it PR i
QM| |

H Save Ctrl+5
. . Save fs
To open an existing calendar, choose B close Gt
File | Open. %, Inport
Export
1 Class Calendar oic in finskructorfmal 3¢
Clear History
Kl Exi
Open Calendar File {College Algebra) : EI
File M ame | Drate/Time |
.
. . B Class Calendar. oic 01,/05/03 09:00:26 PM
Click on the Calendar file name to
select it.
Click “OK”.
File: Mame: ICIass Calendar. cic P ok h
Files af Type: IEaIendar files [*, 0ic) j Cancel |

Editing Existing Items

To edit an existing item, double-click on the item in any of the views in the
Calendar window. This will open the Item Properties window. Change whatever
information is appropriate and click “OK”.

Moving Items Around

If the only change you need to make to an item is to change the item’s date/time, it
Is easier simply to copy and paste the item.
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In the Monthly, Daily or List View, click on the
item to select it. Note that multiple items can be ~ X Deketeltem  Del

selected and moved using the List View.

Choose Edit | Move Item.

In the Move Item window select how
you would like to move them calendar
item. You may move the item ahead or
behind specific time periods, or to a
specific date.

When you are done click OK.

Deleting ltems

To delete an item, select the item by clicking

on it.

Choose Edit | Delete Item.

Fle | Edt Tools Help
O Copy Ctrl+C
- & Paste CErl=V/
Mak & cut Ciri+X
= Add item

SEEE
c |

kon

| £

——  Preferences
Sunday ar

“Week 1

“Week 2

o e

“Wiould wou like to mowe these item(s) ahead or behind?
@ {Ahead

" To a specific date

x|

Howe many wears would like to move it: IU—iI
How many months would like to move it: IU—iI
How many weeks would like to maowe it: |2—::§
How many days waould like to move it IU—iI

Ok Cancel |
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& calendar v1r60 [Class Calendar.oic in

File | Edit Tools Help

0O Copy | B X |
Bopaste iy College,

Mak ¥ cut Chrhx (MA13

Wor T Add item
X

tiew | Time Al

e
[ Preferences i
] Sunday Manday

‘wieek 1

‘week 2

‘week 3




Adding, Removing and Changing Item Types

You can easily change the list of item types that appear in the “ltem type” drop-
down menu in the Item Properties window.

E Calendar ¥1r60 [Class Calendar.oic in /
File | Edit Tools Help
0O Copy crvC | B X |

. . T R Paste Chrly
With your calendar file open, choose IE Ner  aim | CHd
Edit | Preferences. Mor ¥ Add tem tview | Time &l

X DelsteItem Dl

e 2Nnuary 20
| Sunday q b onday |

In the Calendar Properties

Wl ndOW Calendar Properties x|

1. Select an existing item type gpoiinent | sk | Agnourcenen
to view its properties em ae: o

Test
2. Change an exiting item | Paper

type’s name or add a new e Save o s

item type name Delete W
3. Select a color for the item 9

type’s text by clicking on the

Item color box and then

clicking on a color.
4. Click on “Save” or “Delete” o | cameel |

to save or delete the item

When you are satisfied, click “OK”. The item type you defined will now appear in
the item type drop-down menu.

Searching and Replacing Text in Calendars

Sometimes a need arises to change find and replace some text in a calendar with
updated text. Text that can be changed includes URLSs, descriptions, and titles.

= calendar v1r68 [Class calendar.oic

File Edit | Tools Help

With your calendar file open, choose e —
Tools | Search and Replace. MW
R er From Backup

hake this ¢

Update Program
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In the Search and Replace window
which appears type in the text you
wish to search for and the text you
wish to replace it with. When you are
done, click OK and the Search and
Replace will be performed.

Search and Replace il

This function will search for a given word or sentence
in all calendar items and replace it with the specified
text,

Search for:
Itest

Feplace with:
Iquiz|
[T Case Sansitive

2k Cancel

L

Recovering a Calendar from Backup

Occasionally, the need may arise to restore a Calendar file to a point it was saved
previously. The most common reason for doing this is because the user made
some sort of change to the Calendar file which was erroneous.

To recover a calendar file, first
close all open Calendar files. Next,
click Tools | Recover From
Backup.

You will then be presented with a list
of Calendar files that have been
previously saved on the computer.
Click on an instance of when of
these files to recover and click OK.

O & &

= calendar vir68

File Edit | Tools Help

Search and Replace

N

Update Program

Calendar Backup Recovery \E il

The following files are available from the backup repository for this clase. Please select the file you wantto recover and
click OK.

File Name | Location | Saved |
2003 summerec21boic  csl.semo.edu/test/ail01-37 10/14/2003 11:38:40 A
call clut i400 141672004 12:03:28 P
172172004 9:56:36 AM
572472004 9:10:04 Ak
10/14/2003 10:08:48 AM
3/5/200411:01:10 AM
2/24/2004 3:06:12 AM

cal
clas &r.oic [ 01-37
festaoic cstl.semo.edu/test/uil 00
testaoic cstl.semo.edu/testitestclass
testh.oic catl semo.edu/test/uidin

OK Cancel |
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Note that Calendar keeps backups on the computer’s hard drive that you work on.
If you attempt to recover a Calendar file on a computer other than one you
normally work at, no backups will be available to restore.
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