Divinity Student Activities Calendar - Directions for Using dCal

Go to http://dcal.duke.edu/

If you don’t have an account — choose “requesting an account” and follow the directions.

If you do have an account — choose “access your account via the web” (or you can download the
software and run it from your desktop...but you'll have to figure that out on your own).

In the top left corner you can choose daily, weekly, or month view (see icons to right):  m2 - ot
You can only add events on the daily or weekly view, but you can use the monthly

view to navigate to a particular day and view the other events on the calendar.

Once you choose a day (try to choose a day that has as few overlaps as possible with other groups’
events), either click on the “+” or click on: @

...............

General | Defails Motification People & Resources  Repeating

Enter title, location (check with Diane Decker for a
room before you schedule the room), date, time (just
the beginning time...the “duration” sets the end time),
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duration, and set “access” to “public”. If you don’t set ”:MDE T
the “access” to “public” then the title of the event will Tmes [0 |am v|©®

not show up on the calendar and it will only show that Durstion|T |00

time as “busy.” At this point you are only adding Impf‘ :hT' .

this event to your personal dCal calendar. You
must do the next step to get it on the Div School
Student Activities calendar.
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After entering this information, choose the “People and  |Searchfor |Pecple  »
Resources” tab at the top. Under “search for”, choose  |user Information
from the drop down menu “resources”. 7 (Fnd)
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Type in the “resource name” box “Div School”

Search for | Resources #

and click “find all’. Then in the box below Cauntry Facilty  Resource type
choose “Div School Student Activities”. This © [ selectan tem 5
invites the Div School Student Activities @ posauree name Resourcernumber

. Div School | Find all J ( Find available |
“calendar” to the event you are putting on !

your personal dCal calendar.
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You may also add “details” about the event or
“repeat” the event (you must click “list dates”

for the repeat to work) or “notify” individuals
via an email.

When you are done with all this, make sure you click “Create” at the bottom right corner.


http://dcal.duke.edu/

