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QUICK REFERENCE

CALENDARS

Calendars give you a 365-day view. You can select which calendars you want to view and have events
from them displayed at once. Create events for a calendar, share it among other calendars, and invite

other people to your event. Click the Calendars icon in the QuickBar to get started.
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desired calendars and click
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-Place a check next to an event and click
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Once M is clicked, events

from the included calendars become
visible in the calendar layout.
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To change the color of a
calendar and its events, click
on the calendar name and
access the Color Selector.

Click the Invitation tab to
begin managing all sent /
received invitations.

Click the List, Day, Week,
Month or Year tab to

change the calendar layout.

i Calendar Info - Microsoft Internet Explorer

Calendar Color Selection

Calendar Name :
Club Name :
Description :

Student Activities Board
Student Activities Board
Campus Activities Club

Created at: 11/15/2003

Choose Color :
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Ok Cancel

Select a radio button, then

click _% | The color for the
calendar (and its events) will
be changed.

SpongeBob Marathon
Calendar : TV Schedule
Owner Name :

Date/Time :

Campus Student
01/25/2004
9:00am - 2:00pm
Repeat : [This is not arepeat event]
Location :

Detail : SpongeBob Sguarepants! Absorbent and yellow

and porous is he!
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Click the name of an event
in your calendar to view its
details in a pop-up window.

should be shared with the

Sharing events to a personal calendar lets you clear the
calendar from view, yet still see its event. Check desired

community events, then select the calendar where it

Share to drop-down box.
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