
Purpose:     These directions will help you do the following: 
​ ​ ​ ​ (1) Create a new calendar in Google Calendar.   (Page 1) 
​ ​ ​ ​ (2) Embed this calendar in Blackboard 9.  (Page 2) 
​ ​ ​ ​ (3) Make the calendar your “entry point” when you log into BB9. 
 
Part 1:    How to create a Google Calendar: 
 
​ 1.   Log into Google with your school district account.   
 
​ 2.  Next to “My Calendars” is a pull-down menu, choose “Create new calendar”.  

    
 

​ 3.  A screen will open up that will allow you to name and set other attributes for your calendar. 
 

 
 

​       Be sure to do the following:    (1) Name your calendar 
​ ​ ​ ​ ​ ​ (2) Check “Share this calendar with others” AND choose  

      “Make this calendar public:” 
 

4.  Click “Create Calendar. 
5.   The Calendar now appears in Google Calendar under your list of calendars. 



 
Part 2:   How to embed your Google calendar in BB9. 
 
​ 1.  Choose the calendar you want to embed. 
​ 2.  Using the pull-down menu, choose Calendar settings.     Towards the bottom of the page, is information on  

how to “Embed This Calendar”.     Copy the embed code. 
 

 
​ 3.  Now, go to Blackboard and choose the course you want to embed your calendar in.    You will need to  

insert a “button” to link your calendar  into Google.  Find the “+” on the upper left hand side of the page.    Click  
on it and scroll down and choose “Web Link”. 
 

 
 

A box will now appear.    Name this “button” and then paste the embed code in the box entitled “URL”.    Click 
Submit.     You now have a button in your course that has your calendar linked to it. 

 



 
Part 3:    How to make your Calendar your “Entry Point” in BB9.      
(Doing this will have your calendar be the first thing any visitor to your BB page sees.) 
 

1.  Log into the course in BB that you want to set your calendar as the entry point. 
 
2.  Scroll down to the bottom of the page.   On the right hand side you will find the control panel. 
 

 
 
3.  Click on “Teaching Style” and scroll down to the second option of “Select Class Entry Point”.    Using the 
pull-down menu, choose the Calendar (or any other page).      
 

  
 

4.   Scroll down to the bottom and click “Submit”. 
 
 
 

Voila! 


