
Directions for Using I-CAL 
 
1.) Log on to your calendar: 

http://calendar.montgomery.k12.va.us/practice (The end of the 
web address will be your calendar name. Here we are using 
practice.) 

 
You will see your calendar similar to the one pictured below.  

 

 

Calendar Title 
 
Months 
 
Days 

 
 
 
2.) To add an event, click on a day. You will see the following 
window. 
 
                                    

 
 
 
 
 
 
 

Enter text in 
Calendar Text 
window. 

You can select a 
color for the 
background  
or text. 

When you are 
finished, click 
Submit. 

Set the Start and 
End time of your 
event. You may 
leave it blank.

http://calendar.montgomery.k12.va.us/practice


 
 
 
 
 
You will see the Daily Events for that day. If you need to go back and 
change the event, click Edit.  
 
If you need to add another event, click Create. 
 

 
 
 
3.) To see the calendar view, click View Calendar at the top left.  
 

Now you will see your event on the calendar.  
 

 
 

Click here to set or 
change the security and 
settings for your 
calendar. 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
4.) Calendar Administration – Allows you to change and edit your 

calendar. 
 

 

Change your 
Display  
 
Change the 
Title, Header, 
Footer 
 
Security 
settings 
 
Return to 
calendar 

 
 
 
 
                                                        
 
 
 
 
 
 
 

 
 
 



 
 
 
5.) Set Security Level – Allows you set User ID and Password for the security 

settings.  
 

                                                     

Select UserID/Password 
required to change the 
Settings, Editing, and 
Adding. 
 
Create a User ID and 
Password for your use. 
Only give it to those who 
will be editing the calendar.  
 
If you want parents or 
others to view the calendar, 
leave the Anyone can View 
selected.  

 
If you need further assistance, please see your TRT. 


