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Creating a Calendar 
To create a new calendar in Architeck, be sure that you are currently viewing the page 
to which you want to associate your calendar.  

 
Select the "New Page" button in the upper-left 
corner of the Architeck toolbar. 

 

 

 

Select “Calendars” 

 

Select “Blank Calendar” 

 
 
 

It is from within this page that you will customize the look and feel of your new calendar.  

 

 

Provide a Title and 
URL Tag for your 
calendar.  

 

 

A Calendar Description, though not required, will provide your audience additional 
details about the information found on your calendar. 
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There are several options available to you for customizing the look and feel of your 
event calendar.  

The "Default View" drop-down 
allows you to choose the way in 
which your calendar initially 
appears on-screen. Your "Default 
View" choices include day, week, 
month, year, and agenda.  

Your calendar's "Agenda View", 
which displays events as an 
ordered list, can be customized as 
well. Here you can choose to 
display anywhere from one month 

to one year's worth of event information when browsing your calendar in the "Agenda 
View".  
 
"Year View" will allow you to choose between a school-based, July to June 
presentation, or a more traditional January to December format.  
 
“Display Type" provides the opportunity to select either a 7 or 5-day week display.  
 
The final calendar option, “Event Color”, allows you to select a color in which all events 
on your calendar will be displayed. If you decide later to make this a "shared calendar" 
the color you choose will be reflected in all other calendars that subscribe to this one.  
 

We recommend that you put a check in the box to add a “Backlink on Top”. This will 
make it easier for the end-user to return to the previous page on your website.  

In Architeck, additional default behaviors can be configured your calendar to make the 
creation of new events a much faster and simpler process.  
 
With Event Defaults, you can choose the type of 
event that will appear first in the event drop down 
menu.  
 
For example, this calendar is to be used primarily as 
a homework and project calendar, so we may wish to 
select "Assignment" as the default event type.  
 
"Event Defaults" will also allow you to preselect the 
default start and end times for each new event.  
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Architeck allows for calendar users to 
subscribe to one another's calendars 
for event sharing. The final step in 
creating a new calendar is to decide 
whether or not to make your calendar 
sharable. This topic is covered in 
great detail by the Calendar Sharing 
tutorial later in this series.  
 
 
 
 

 
 
 
 
Once your calendar has been fully configured, 
select the "Publish" button in the upper-left 
hand corner of the Architeck toolbar.  


