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4. Once on the calendar page, events can be easily added.
5. Click the arrow keys to select the month.
6. Click the day you want to add an event to.
7. Click the “edit event details” to modify event name “What” and time “When”.
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8. In the “edit event details” enter all the details
a. What — Enter the Name of the event.
b. When - Enter the date and time of the event. To select a specific time, uncheck the “All day” check box.
c. Where — Enter the Location of the event.
d. Description — Enter a description of the event. Directions, phone numbers, email addresses, etc. can be entered here to
aid the calendar subscribers.

Start Page Mail Calend Documents Sites coachkamper@stjoanofarcstl.com |
I ‘-::‘! Saint ’ Search My Calendars Show Search Options
q B Joan of

b ATL

Create Event « Back to Calendar

Quick Add

Tasks What

RIS 200 R When B/4/2009 to 8/4/2009 [ All day
S M T W T F 5

26 27 28 29 30 314 Repeats: Does not repeat b

2 3 4 5 6 7 8 -

9 10 11 12 13 14 15 Check guest and resource availability

16 17 18 19 20 21 22 Where
23 2] 25 25 27 28 29
30 31 1 2 3 4|58 Calendar | Coach Kampers Sports Calen ¥

Description
¥ My calendars
-
Settings Lreate

Attachment Add a Google document

w Other calendars
Add a friend's calendar ~ Options

US Holidays s Reminder

sSeffings Add Emai || 10| minutes | remove




