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Delete a scheduled Lecture Capture session

Content updated: 02/20/2020

222 This article is designated for all users.

About

You can delete a one-time Lecture Capture session, one occurrence of a recurring
session, or an entire recurring series from your calendar.

[

Deleting a one-time live session or an entire recurring live series also deletes its live
entry.

Delete a one-time event

1. Open your calendar:

o In Content Hubs, select My Calendar from the user menu.

o In LMS Extensions, select My Calendar from the My Media menu.
2. Select the session in the calendar.
3. Select Edit event.

The edit event page opens.
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Edit Event

Event Title: Special Election Results Happening
(Required)

Event Organizer: admin admin

Start Time: 11/10/2016 i | 3:00PM v
End Time: 11/10/2016 i | 4:.00PM v
< Recurrence
Resource: % Main Auditorium
Click here to search resource A

Description: This is a one time meeting where we will discuss the election results.

Tags: GOP,DNC

Copy details from event @
to recording:

Save and Exit Cancel W Delete

4. Click Delete.
A confirmation message appears.
5. Click Delete to confirm.

The session is deleted, and the calendar opens. If this was a live session, its live
entry is also deleted.

Delete one occurrence of a recurring session

1. Open My Calendar.
2. Go to the date of the occurrence you want to delete.
3. Select the session title. Recurring events have a calendar icon.
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A message identifies the event as one occurrence in a series.

Edit Event

You are viewing a single occurrence that is part of a series. Go to series.

Event Title: Election Aftermath
(Required)

Event Organizer: admin admin

Start Time: 11/16/2016 g2 1:30PM v

End Time: 11/16/2016 §f  2:30PM v

Resource: * Winter Conference Room

Click here to search resource -

Description:

4. Click Delete.

The selected occurrence is deleted, and the calendar opens.

To leave the occurrence unchanged, click Cancel to return to the edit event page.

Delete an entire recurring series

1. Open My Calendar.
2. Select the title of a session in the series. Recurring sessions have a calendar icon.

A message identifies the session as one occurrence in a series.
3. Click Go to Series.

The edit event page opens for the entire series.
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Edit Event

You are viewing an event series.

Event Title: Election Aftermath
(Required)

Event Organizer: admin admin

< Recurrence
Occurs every Monday, Tuesday,\Wednesday, Thursday,Friday effective 11/10/2016 until 11/23/2016

Resource: * Winter Conference Room

Click here to search resource -

Description:

Tags: x GOP ||x DNC

Copy details from event #
to recording:

Save and Exit Cancel T Delete

4. Click Delete.

The series is deleted, and the calendar opens. If this was a live series, its live entry
is also deleted.
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