
1. Search Field will always be there for you to 
search anything.  

 
 
 
2. You can also Search other categories by clicking 
on the Search and select the desired Topic. 

 



 
3. Below the Search box there is the Create New 
box. By clicking on this drop down menu you can 
create an array of topics.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
4. We will first get into creating events. After 
selecting the Event topic from the Create New drop 
down menu. 

 
 
This is the Event Edit page. Add the appropriate to 
the indicated fields and press save to create the 
event. The created event will automatically be 
updated to your calendar.  


