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Place an Appointment, Reminder, Event or Anniversary on Your 
Calendar 
 

 
 
Open your Calendar 
 

Click the New action and select Appointment, All Day Event, 
Anniversary or Reminder. 
 

 
 
 
 

 
 
Complete the Calendar Entry Form and click Save and Close to place the entry on your Calendar. 
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Edit/Delete an Entry 
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Specify Your Preferences 
 
Use Calendar and To Do Preferences to set calendar display options, specify your free time schedule, 
set automatic alarms and delegate access to others.  
 

 Click the More action and select Preferences 
 

 
 
 
 


