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Create an Event 
 
To add an event, be sure that you are currently 
viewing a page within the chosen calendar.  
Select the “Create Event” button in the upper-left 
corner of the Architeck toolbar. 
 

 
 

  
Architeck offers the creation of three 
unique event types:  

• Event  
• All Day Event  
• Assignment  

 

 

 

Event 
Events are well suited for the declaration of meetings, team practices and games, class 
activities, or any special event with a 
defined start and end time.  
 
To create an event, (1) add a descriptive 
Event Title. The Event Title will display in 
the calendar interface. 
 
(2) When setting the start and end times for 
an event, selecting the date field will reveal 
a mini-calendar. This calendar will allow you 
to scroll back and forth by month. Simply 
select the desired date from within the 
calendar to set the field.  
 
(3) From the drop-down menu to the right of 
the date, the hour of the day can be set for 
both the start and end times.  
 
(4) Additional information for this event can be added in the description area.  
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To post this event to your calendar, select the “Publish” 
button in the upper-left corner of the Architeck toolbar. 

 

 

All-Day Events 
All-day Events have been designed for posting school events that span an entire day 
or several days in succession. Book fairs, school spirit weeks, picture day, or holidays 
can be displayed properly on your calendar using the built -in, All-Day Event 
functionality. 

(1) When adding the event, select “All 
Day Event” from the event type drop-
down menu.  
 
(2) Because this is an all-day event, 
you need only select a starting and 
ending date. Be sure to type any 
additional information in the 
description area, and then publish 
your event using the “Publish” button 
in the upper-left corner of the 
Architeck toolbar.  

 

When viewing your calendar in the Day or Week views, All-Day Event information will 
be displayed at the top of the calendar grid, separate from events associated with a 
specific time of day. 

 

In Month view, an All-Day event will be displayed inside a colored strip.  
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Assignment 
Assignment Events were created specifically for use in class homework and project 
calendars. Creating an assignment event allows the classroom teacher to 
simultaneously post the date an assignment was given and when it is due, as well as 
any information that may be beneficial to students and parents regarding the completion 
of a particular assignment. 

 

(1) To create an assignment, 
choose “Assignment” as the 
event type and configure both the 
(2) “Assigned” and (3) “Due” 
dates and times. 

 

 

 

 

When you have added all of the information, select the 
“Publish” button in the upper-left corner of the 
Architeck toolbar. 

 


