To enter events in calendar:

Login to the intranet:

Go to > Forms > Add event
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Enter the details of the event and “Save Event”:

Admin ~ Library - Committees Circulars ~ Forms

Add an Event

Select Place: Event Name:

- Select Place --

Event Date: Start Time:

mm/dd/yyyy (] - - l]
Duration (minutes): End Time:
You want to add this as circular?: Attachment (PDF, <2MB):

No Choose File No file chosen

Event Description:

Other Comments:



Event can also be added to the circulars:

Home Admin v Library ~ Committees Circulars v Forms

Add an Event

Select Place: Event Name:
-- Select Place --
Event Date: Start Time:
mm/dd/yyyy o —
Duration (minutes): End Time:
You want to add this as circular?: Attachment (PDF, <2MB):
No Choose File  No file chosen
-- Select -

Other Comments:
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