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Click on Login, lower left-hand corner. 
 
 
Type in username/password.   
 



 
 
Click on “+” sign to add event. 
 
 



 
 
Ignore “Priority,” Ignore “Send Reminder.” 
 



 
 
Under Scheduling tab, enter beginning time and duration. 
 



 
Under Participants, make sure you and “Public Access” are selected.  Ctrl-Click 
to select non-contiguous items. 
 



 
Enter Repeat type as needed. 
 
 
Then click on save. 
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