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L. Calendar

Create New Calendar

1. To create a new calendar, select a folder.

2. Select “New” context menu, then “New Calendar”.
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3. The New Calendar window will appear. Input the “Name”.
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4. Click “Create” button to save.
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Il. Create Activity
1. Click the calendar record to open the calendar view.
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2. Double click one of the dates, the New Event window will appear. Fill-in the description

and location, select the participants and date of the activity.
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3.

Click “Save” button to commit changes.
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l1l. Edit Activity

1.

To edit an existing activity, double click the activity record.

Modify the activity and click “Save” button to commit changes.

Type  Activity v

Description Project Meeting

Participants ~ admin
admin @
Location Boardroom A
O Fullday (91200 v 30 v July v 2024+

(91300 v 30~ July v 2024~

DELETE CANCEL SAVE
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