
Create your own appointments in 
Educate Online 

Click on Meeting Termin 
anlegen, to enter a 
course date 

Very important! 
Release calendar for 
arCanum service  

Set calendar view to week 
day or month  

In your personal calendar you can see your appointments. Appointments created by arCanum can only be viewed and not changed.  
Appointments that you create yourself can be moved and cancelled. Please make sure that your calendar is activated for arCanum.    



Field can remain empty  

Please do NOT change anything  

Please do NOT change anything  

Course title must be filled in! 

All fields must be filled in! 
Once a participant has been created 

you will find it in the address book and only have to select  Click here to add the 
participant to the 

course  

Titel:          Englisch / KU210000 / Firma – Nachname o. Gruppenname 
                   German/ KU210000 / Firma – Nachname o. Gruppenname 
                    Französisch / KU210000 / Firma – Nachname o. Gruppenname 
                    Spanisch / KU210000 / Firma – Nachname o. Gruppenname 

You need to add your participant(s) and you can add yourself.  
Then you will also receive a reminder e-mail. Don't forget to click on the moderator 
symbol (ONLY for you)! If you do not add yourself, you can enter the classroom via 

the calendar by clicking on “Virtuellen Raum starten".  



IMPORTANT! This email  
contains the link to the  
Classroom! 

Pick Stunden vor Beginn   

Pick 1 or 2   

Click here to make YOUrself a moderator   
(Please do NOT activate for participants) 

Klick hier   

You can already 
upload 
documents 
here  

Complete the entry 
here  

Choose „5 Minuten“ for your participants 



Very important!! Please share your calendar with Service arCanum.  
This only needs to be done once 

Click on „Kalender freigeben“  

Share with other users 

Click the "eye" at Service 
arCanum green 


