How to Add an Event directly in Common Info's Calendar

1. On the user's menu panel go to Common Info folder then click Calendar
2. Click on a date or drag multiple dates
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Enter event detail

3. On the Event form, add the necessary details (Calendar, Event Title, Event Details)

Event - Event A

Save Invite Attendees Delete  Cancel

Details

Calendar: My Calendar -
Event Title: | Event A

Start Date: |7113,f201 & B/ [12:00 AM ¥ All day event

End Date:  [7/12/2016 B |1:00 PM v
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a. If the All day event check box is checked, End Date will be 12:00 AM of the next day from the Start Date

Start Date: | 7/13/2016 B - All day event
End Date: | 7/14/2016 | N

b. If the event is within the day, duration will start from Start Date's hour then ends in End Date's hour
Start Date: |?;1 3/2016 B 12:00 AM ~ All day event
End Date: |T"I'IE‘JED1E & |1:00PM e

4. Click the Save button to save the event. Once the event is saved, it will appear in the calendar
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1. On the user’'s menu panel go to Common Info folder then click Calendar



2. Click on a date or drag multiple dates
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Details
10 1] Tide: 15| 16
StartDate: [ 04/13/2016 ] 12:00 AM v [ Al day event

End Date: | 04/14/2016 & [12:00 AM v
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3. On the Event form, add a Title for the Event

Event

Save Invite Attendees Cancel

Details

Title: Event A
Start Date:  |04/13/2016 & 12:00 AM ~ Al day event
End Date: 04/14/2016 & 12:00 AM ~
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a. If the All day event check box is checked, End Date will be 12:00 AM of the next day from the Start Date

Event

Save Invite Attendees Delete Cancel

Details

Title: Event &

Start Dater | 04/13/2016 = | v All day event

End Date: 04/14/2016
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b. If the event is within the day, duration will start from Start Date's hour then ends in End Date's hour
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Sawve Invite Attendees Delete Cancel

Details
Title: | Event .°-l

Start Date: | 04/13/2016 12:00 AM v All day event
End Date: | 04/13/2016 & 8:00AM w
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4. Click the Save button to save the event. Once the event is saved, it will appear in the calendar
Monthly View:
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Day View:
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