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Calendar and Event Creation

Calendar

Event types

B stewvents

in EtechRU LMS Sias | e

O User events

The Calendar feature helps instructors and administrators schedule =

My courses

important events suuh as classes, deadlines, workshops, and exams,
ensuring learners and teams stay informed with timely reminders.

All cowries

Q PREREQUISITES o BEST PRACTICES

s * Create events in advance to provide enough notice.
+  You have Teacher, Manager, or Administrator access in EtechRU LMS. + P g

» Use clear titles and descriptions for better communication.

ok ¥oukhave.detzllzready for.theievent [piie, date, tme, desariprion). = Choose the correct event type to control visibility,

* Review events regularly and update if needed.

STEP-BY-STEP PROCESS

o —t Access the Calendar EtechRU LMS Dashboard My courses
sEE » Login to EtechRU LMS. _)
N -
+ From the Dashboard or navigation Calendar s iy m
menu, click Calendar, Ton Wed Thy - Sat
o Add a New Event Calendar
+ Click New event (usually at = ¢ Mayz02s >
the top right of the calendar
page). Sun Mon Tue wed Thu Fri Sat
o Select Event Type New event
« Choose the appropriate —) Event type
event type: =
" Site event (Visible to all users) @ m T g
+ Course event {Course participants) Site event Course event Group event User event
+ Group event (Selected group) {Visible to (Course (Setected {Personal
« User avent (Personal event) all users) | participants) group) event)
o Enter Event Details G s
4] il
= Event title: Enter a clear name. _)
" < ip W :
« Description: Add event details Leadership Workshop /0502025 B 10:00AM @
(opticnal). Description | Duration

+ Date and time: -
+ Sel the start date and time. A workshop on leadership skills B ovoszozs (=) 01:00 PM ®

+* Enable duration and set end forteamamanagers:
date/time if required.

o Configure Additional Settings Repeat event Course
* Enable or disable Repeat event > Does not repeat ~ Leadership Skills v
if the event occurs multiple times.
» Select the relevant course Group

or group (for course/group events).

o m Save the Event
II

+ Click Save. ) Cancel + Event saved successfully.
+ The event now appears in
the calendar view.

o @ View and Manage Events Calendar ¢ May2s > Leadership Workshop

Team Leaders W

s Tue Wed T i s
+ Events are visible in: _) 20 May 2025, 10.00 AM - 1:00 PM
« Calendar view ¢ 8 i E A workshap on leadership skills
i 2 [ fort L
+ Dashboard timeline - # | Leatership B team Managers
= : | Workshop
+ Click an event to edit or delete if | 10.00 AM
changes are needed. e = - IEENES

6 COMMON MISTAKES

@» Selecting the wrong Entering incorrect Failing to assign the event Mot using descriptions
iR event type, causin H dates or times. to the correct course for impeortant instructions
g
visibility issues, or group. or context,

Well-planned events keep your learners

Plan and schedule events early to improve communication, laforrmad apd connaetadt

engagement, and time management,

WE'RE HERE TO HELP
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