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Utilizing your Calendar
This guide will show how to add, edit, delete and view your calendar.

For managers and administrators, this guide also covers how to view your team's
calendars.

1 Navigate to https://app.abstudios.com/app/events

https://app.abstudios.com/app/events
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2 To add a lesson to your calendar, select "Add Event"

3 Select which type of lesson you want to schedule
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4 Select your specific course or lesson

5 Select the date and time for this lesson
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6

7 Once date and time are complete, select "Create Event"
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8 We now see "The Water Cycle" scheduled for Wednesday, February 11th. Woot
woot!

You can easily navigate to your scheduled lessons by clicking them from the
calendar
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9

10 Once inside the lesson you can see the details, make edits and click directly to the
lesson



Made with Scribe - https://scribehow.com 7

11 You can view your calendar several different ways:

  • View by Day

  • View by Week

  • View by Month

  • View by Agenda
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12 View by Month example

13 From any view you can click directly in the lesson to access it
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Congrats! Educators you are ready to maximize your calendar

For Managers and Administrators continue down below for more helpful tips to
maximize your calendar.

14 Administrators and managers can view and schedule lessons on their manager(s)
and educator(s) calendars as well.

Select Filter and User to select which users calendar you want to view.
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15 Select the user who's calendar you want to view.

16 You can view any calendar in the same 4 view formats
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You can assign lessons to educators directly on their calendar by following steps
2-7

Once those steps are complete continue on

17 Select "Assignee" to select who you want to run this lesson. You can select
individual assignee's or schedule this lesson across all of your organizations
calendars.


