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1. Select Groups.

2. Select the desired group.

3. Select Calendar.

4. Important Note:

      This calendar is not linked to Outlook.  The events listed on the

      MyDCC calendar will not be reflected on your Outlook calendar.

5. Select New Event.

6. Enter a Title: Outlook Class

7. Select a date or time: 6 pm

8. Enter a location: TLC

9. Enter a description: Outlook class for beginners

10. You can use Quick Invite to invite people.

11. Once you select OK to schedule the event you will see
      your event added to the calendar.

