Tower Scheduling Directions

1. Clickon in the bottom right of the calendar. It will bring up in
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2. Use the ecpaaatower@gmail.com as the email and the password you are provided.

3. Once you are logged in you will be on the calendar main page
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4. Click on “CREATE” (it is in the blue oval) this will open a page that will allow you to sign
up to Stand Watch in the tower
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In the green oval “Untitled event” type your name.

In the purple oval enter the date and time you are able to work in the tower

In the yellow oval “Where” you can enter in where the tower is located.

The black ovals you do not have to worry about

Once you have completed steps 5 — 7 click on the red “SAVE” button. This will enter
your name and time on the main calendar and bring you back to it.

10. If you made any mistakes either on name, date, location, you can click on the event you
created and it will open up a new window that will allow you to either delete or edit the
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11. If you are not able to work in the tower, you are able to delete your sign up. Click on
Delete and it will automatically delete it.

12. If you need to change the time or date you can click on Edit event. This will bring you
back to window you see above step 5. Make your changes and then click on SAVE

13. Once you have signed up and made all of you changes please Sign Out. To do this click
on the ecpaaatower@gmail.com on the top right of the browser, then Sign out.
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