How to Add Existing Public Calendars

1. On the user's menu panel go to Common Info folder then click Calendar
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2. Click the drop down button on the Add Calendar button, then select Existing Calendar
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Calendars screen will open, with the list of existing calendars
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Calendar Description Created by
Team Calendar - Public Lorem ipsum dolor sit amet, consectetur... Beth Dela Paz
Holiday Beth Dela Paz
Calendar 3 Beth Dela Paz
Calendar 4 Beth Dela Paz
Public Public Beth Dela Paz
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3. Select the Calendars you want to add, then click the Add button
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Selected Calendars will be added to the user's list of Calendars, alonc'; with it's resEective events.
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