Intranet — Calendar ( - )

|. Read acaendar
1. dick
2. sdect acdendar type, eg.
3. sdect acalendar, eg.
4. there are three different types of view :

[1. Add an event (fast mode)

1. switchthe caendar to mode
2. usethe mouse to scroll down to the page S
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3. fill in the information in the didog box B e, el LT
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[1l. Add an event (complete mode)
1. switch the cdendar to mode
2. dickthe‘+ dgn besdesapaticular date
3. fill intheinformation in the didog box
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4. youmay set event therepeated by sdecting |2 o ,.,r.u AR
the boxes shown in thisarea REERRAE) T

5. dfter completion, click i PEELTE- [ cvevv-sonons
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V. Edit/ Ddete an event

1. switch the cdendar to mode j' ""sd’éy_'ﬂ'"'ﬁli#
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2. to edit an event press the pencil icon beside N . gﬁ 2l

3. toddetean event, check thebox besideand | Thursday &, July, 2004+
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click Friday 3, July, 2004+

'Saturday 10, July, 2004+
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