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Hwb+ - How to add an event to a calendar

You will find a calendar on the Home page, your school page and possibly some subject and class sites.
Users with the permissions to add an event to the calnedar will see the Add new event button.
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Add details about your event in the Calendar - New Item window. The fields with the * are required fields and
must be completed before you can save the event.

Calendar - New Item
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Save Cancal Pasta A:E;E:i'l Spelling
Commit  Clipboard  Actions  Spelling
Title = Liuniau Yegol
Location Casau'r Yagol
Start Time = 12/08/2013 i [12:[=] oo [=]
End Time = 12/D8/2013 i [13:[=] o0 [x]

Description AABID EERICCEE A@AM M
Allweh yehwanegu disgrifiad yrma..... -

You can add a detailed description of the event here ...

Category 1 [=]
i Specify your own value:

All Day Event Make this an all-day activity that doesn't start or end
at a specific hour,

Recurrence FMake this a repeating event,

Workspace FlUse a Meating Workspace to organize attendees,
agendas, documents, minutes, and other details for this

event.
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The event will be displayed in the calendar.
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