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Add Event Printable View

To book a room click “Add Event”

Add Event

Your email address:

\ ‘ {ln case the calendar owner needs to contact you)

On the “Add Event” Pop Up... hE

Required Fields to fill out:

1. Email Address

2. Title (what’s the room for)
Text Color: ) Background Color:
3. Date Enter HTML hex colorcode # | | (@) Enter HTML hexcolorcode # [ | @

Location: (optional)

4. Specific Time or All Day Event? e |'

Date: [June

~ [28 ~ | 2021

5. Category (which rooms)

Time:

® start [ |00 v |[AM v |[(GMT-§:00) Eastern Time - New York v |

Duration hour(s) minutes

(O All Day Event

Category: | Training Room A
€ "7 an image to thi~ _vent
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