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How to Lookup an Event 

On occasion, you may want to look up an event for someone or yourself. You can look up events a number 

of different ways. These instructions will guide you in looking up an event using the Quick Search. 

 

# Steps Illustrations 

1.  From the Quick Search on the Home tab, 

 In the Search Events, enter your search criteria, 

such as 2013 History 

 Click  

 

2.  When your search results appear 

 Scroll through the events to desired one 

 

 

3.  If this is an event to you are monitoring, 

 Click the  next the desired event 

 

4.  To see your starred event, 

 Click the Home tab 

 

5.  Your starred event appears in the Your Starred 

Events. You may need to refresh it to see your event. 

To refresh it, click the .  

6.  To remove a starred event,  

 Click the  beside the events you want to 

remove  

7.  You will see that the event no longer appears when you 

refresh the screen. To refresh the screen,  

 Click the  

  

 


