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Getting Started: Formatting Your Schedule
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Getting Started: Add Information To Your Schedule

'RR F {Ay3ftS {eyYoz2t — 201, ToolBox
My (KS 22 adNBES aRi oy |4 ]  reray [ |3 foere |L;’+“ X
. o February | March « + LVJ _g_ 2 :| O
HEpSt SO0 + advyoz2t Ay 2 Eq v : * h—s
L , 7 ) Pk
o®2 PSS (KS OdzNE2NJI (2 dzt $ =

Nt A0] FyR RNII K2NRT 2ydltteo
ppSi 32 2F (GKS Y2dzaS o0dzxy2y Fd GKS aStSOGSR aeévyoz2f RIFIGSO

¢t2 aSS (KS RI(%2¢8bidia yiK Y SCERNK S RES:
0 dzNJy StRe 22ty Qudzy IOKBSEOL ¢ 2 2 f o LJA Ay GKS { OKSR

'RR I I 2NART 2ydlf I NJ2AGK | {GFNI YR 9YR {é&Yoz2f
Moy GKS d22¢oBEX @ ~=° °-° -
h A A 201] ToolBox
(KS 083aAyYyAy3 2F || ey [ sy |y 283 £ T
iKS G22t02E 6AlE (| ,g A F [ ranay | wea |1 i)
HD20S GKS OdNE2NI (3 uino aononu S8 ¥ s
ot AO] 2y GKS &GINI RIFIGS FyYyR RN e Lk A Ea—
nwSt SIFaAaS (GKS Y2dzaS o0dg2y 2y GKS SyR RIFEGSo
l RR | I 2NRAIT 2y 0l f I NJ
Moy GKS (22 t{orad I @& | ToolBax
P N ~ nuary February
i K 0SIAYYAYy 2F | zt eI N T
FYR I K2NRT 2y GHE ¢l iz NI2&3] [ reen [ ww || TGO
iKS (22f02E 6Aff ¢ , __F Yy YRS
Hd2 S (KS OdzNE2NJ (2 (GKS aO0KSRdzA ¢ e Wep——t |
- . oA . . = oA L @ saturday 2/18/2017 L
ot AO1 2y GKS adl NI RIFEGS yR RNI 38d 1 —
nwSt SIFasS GKS Y2dzaS o6dy2y 2y (KS —
+| 3
AGed
¢2 A4S0 dzlJ I K2NRAT 2ydGlFt o6FNJAYy GKS (22f02E® &5z tik{SrdBdr o 2
agvyozfoo C2NJ GKS. Io NINgZ@s® (i KS OSy i SNJ o NJ dza
''RR F . FNJIFYyR {e&Yo2f (2 Iy ! tNBIFR& 9EAday3d {&Yo2f AY
MOy GKS dzz2ffeadNBES—— -~ "KS
22t @ fanuary | Fi ToolBox
HPSE SO0 + advozt 22fo02t 5] Esadll
pstsod : 20 oY j—_‘\',‘j s (N [u] [e)
oSt SO0 I O02yy SOl < vmmary | rebruary f 0 ¥ nER
nd2 @S GKS OdzNB2NJ (2 o o f Saturday 2182017 | | 3
Ot A0 2y GKS ItNBF 7L 2 6 |3 ¥
+
p2yoaydS (G2 K2fR GKS Y2z2dzasS 0 dzg? +—2
RN} 3 K2NAT 2y dltteao +
cpSG 32 2F GKS Y2dzaS odzy2y |G e[ 19
e | i —m—




Getting Started: Add Information To Your Schedule

Il'RR I I 2NRT 2y Gl ¢ FNJ . Si6SSy ¢g2 {eé&yvyoz2fa !fNBIRe 2y
My (KS 22 fad Nz Bt &~ e
z N = A~ PN ~ lanuary February [ | ] 2| ToolBox
HIPY G(KS aO0OKSRdz S {§ aNBd BT T weaq AR T
FNEY 6KAOK &2dz 61yl 4,y g -:vj Y N[
0S3IAy o ] +
oy GKS (22f{02E2NBI R mmay | rebnay | | Eﬁ
P A - oY _a . A
nkby GKS aOKSRdz S { &N¥Bd JS 2y UKS
GKAOK O2YLX SiiSa GKS e~ - fAYy]l®
'RR I *SNBOFE [Ay]l .SigSSy {&Yo = [m.aox
MYy G0KS 022f 0 2tEfXdZA32S e | v | MardEIS wy | B | M”'*LF +NT
HIOY GKS aOKSRdzA S N u 0S iay pgﬁr NOO
aedyvyozt FTNRY gKAOK Y:Y ______ K2 : 2 | <>
Grt G2 o0S3aAyd .« I 2 e | | F=R
+ —_—
oy (GKS (22t 02BEB8NBIOAD] 2y 0OS 2y GKS iy pr—
[ A2 0SS dzaSRo +|—=
L, ~ - ~ N N o - A 2| =/ o
ney GKS aO0OKSRdzZ S | NBI X Ot A0l 2y0S EﬁK 02 YL
BSNBOFE Ayl ® badzali 6S 2y | €248 T -|
| RR / 2f dzvy ¢SEd l RR {é&Yoz2t ¢SEG OHO
MDYy (KS 22tctEls aMPAGIK GKS FNNBg G22t3 OfAOl (KS asvozf 2
Hibt A0l Ay (KS 0Ozt aHPK22a6SBKS®
KSIRAY3 062E 2y UKoy ®wiXBSS50s2y s Sy d SNI dzLJ ¢iSE o pEAMGESSEM 2 F G SE
aul N 02 dellso
i nt A Ot ti[K,S ¢ 9 - @ dzgl2!ybdD 9 {
Name .: A < En S < a
m Januarv|Fehruarv| March |[_]I | May | June | Jp@y. AQJG(SQ:V t[|d$®$2)y¢z ,a'SE
2 GKS Ll2arsa2yAy3d 2F|GKS
Add COLUMN TEXT A" —
@ SYMBOL TEXT
Moves with o symbol
Add FREEFORM TEXT . N
anywhere on the schedule I RR {éYOQt S 0 (!
o o L MDAGK GKS I NNB G Boe QA G UKS aeyoat
Il RR CNBST2NYXY C¢SECL 2y 0KS aO0OKSRdzZ So ﬁanhﬂdﬂp@yid,@idheﬂ,\lﬁﬂrmﬁt?ﬂ,ff
(i S (i LXK e . &1 &85 x itioned, printed
My G(KS (22 tccSHEBR fay OKI yIS{ 2SS BKSP positione Pg;nehavepr_cms
HIDEAO] | yesKSNE 2y K22 a2 i o !'l
atubNL w2 08LISP oy (i 2 ta H@aiy s G LIS Ay |
ofpSt SOU UKS FTNBSTF2I oA x
d22€t061 NJ YI 1 S OKI Y ez2dNJ y2usaoe The symbal can display a highlight or
dz(i $ & @ Nt A O LILIEKES ¢ & Bidlzg/2 Kty J"gmge 10 show that it has a note
pSt SO0 FNBY (GKS @gFrNASGe 2F F2N¥Iky3a 2L
cwasS GKS RANBOea2ylft LIR (G2 NBLRaAs2y (K
GKS aevozt y2a4S G2 I t20Fs2y®
8of 15



Getting Started: Change Information On Your Schedule

/ Kty3S | {eévyozft 2y GKS {OKSRdzA S e e 1
MYy GKS (22t cNNe®2a &f SC 2016 ]
o A~ A 2~ | February | March | April May | February | L\‘J:h | April | May 1 ‘ 3

HIPY (KS &aO0KSRdzZ S{ & W& KiE O
82dz 6yl G2 OKIy3So o P u V-
oy (KS (22f02EX OQBNOT F——p. A v i
PaAy3d GKS aKAD Se @&82dz Oy &astsSoOi |
INRdzZl) 2F aévYoz2fa G2 OKIFy3aSo
/ KFy3aS | . FNJ 2y GKS AO0OKSRdzZ S ot J—T\f‘

A A 4 | -4 - 2 — oolb0ox
M@y ijK? U%Zf’\?\lmmiﬁza@f’\S( 2016 uary ||2|ar\r| March | April | Mav1r
HOY (KS aOKSRdA S { dNBd | February [ Maren | aprit [ mayp
(KEG 032NRA 2034 61 YN yrmmm . B
OKIy3aSo TS i

),/ . ] . 5 . : A S—
oy (KS (22f02Es ORAND] V= ;
Gk fto. | NJ
/ KFy3aS | +SNbOIFf [Ay]l 2y GKS aok — “2016
My G(KS (22t NNRH2 & Sf 016 —

; N |Fehruar\r| |2|;h | April | May
H@y UKS aOKSRde S ﬂé\|$1|Fehruar\r| March | Agpril | Ma 2
02Hi2 L SMSBOIK A ER dz 1
OKlIy3So SNCTTA teeeee
oy (KS G22t02E3 OBN \&:Nz;\ =
OF £ ®] Ay ]
hy GKS { OKSRdz § /KlﬂEStmw@smyaaszd f {&Yyozf
MPEAAY3I GKS FNNBg (22t Ay GKS G22ft02E St SOG GKS
HOKS G(G22t06l Jz{}\SfffSG)CDF@InyBSNJuJQKIuJKS
aeyvyozf aStSOG GKS {(Glroa (2 OKIFy3aS AGa&a FgNAodziSaod
oSt S@FEEWS (12 OKFy3aS GKS GSEG aAT Sz 02t2NE F2y iz
RFGS F2NXIFG | YyRKk2N GKS Ll2aAs2y 2F G(KS GSEG 2N RHGSO®
npSt SQK T BBl 20t 20N8 OK I y&d SO AifK2SNDA & Y 6 2 ¢
AT ST OSNBOIt LR&a&Aa2Yy 2y (GKS GFL&al NRsgo

pBSt S Qilzyik BBklas Ni2 GRIVE2EF BRNAGE O2f 2 NI
cpSt SOR GBS (2 FRR y208a G2 GKS aevoz2f FyR OKFy3s K
TS £ I1SOUIS NF Aoy | (B2 QF BRI Tyl UfSa (2 G(KS sevyozt o

K

(Vo))
O
~
=z

ypSt/SDadiik ayiia I RR aLISOAUO | Oe2ya G2 GKS &aevoz2ft tA1SzZ 20
ppSt{SeOVvio 2 td IH{oAyil2a F RR fAyl1a 0SG6SSy aevyoz2fa 2y OdNNByid &O0OKSF
MH{dSt Salk f @aS&{SiE2 I+ R F @1 tdzS (G2 GKS adaevyozf TFT2NJ {e&Yoz2f -t

R
MNBE SAENBOSEF d A3 42 GSNNRARS (KS OSNBOFE fAyla O2f 2N

90 f 15



