Add New Event to SharePoint

1. Go to web page

2. Click “Add New Event” underneath the Event Web Part
3. Type in Title of Event

4. Begin Date is when the event starts not when you want to show it on the screen

a. The event will show immediately

5. End Date is when the event ends

a. The event will disappear automatically when it lands on this date.
6. Type in a description for the event

7. Type in a location for the event if applicable

8. Click on “Attach File” at the top if you would like to include a file.

9. Click the “Save and Close” button

10. Login using your username and password (Barrington\username) 
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This is a test description.

Deseription

[Description

Location  [pmg.

Recurrence @ none
©paily
© weekly
© Monthly
O Yearly

* indicates a required fisld
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