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Adding Date and Time 
You can insert date and time that automatically updates into your site. It is possible to turn auto-updating off if necessary.

1. Click in a text box where you want the date or time inserted. 
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2. From the Insert menu select Information then Date or Time... from the submenu. Select a date or time format.  
3. If you want the date or time to update automatically tick the Update Automatically box.  Leave it blank to keep the original date/time. This option would be useful if you only wanted to change the date when the site/page was updated.  
4. If you want both date and time repeat the process for the one not selected initially.
Adding a Calendar
You may like to have a calendar which shows important dates.  
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Click on the black arrow on the Table tool on the menu bar at the left of the screen. 
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The Insert Calendar icon appears.  Click on it then on the page and the Calendar Wizard opens to guide you through the process.

3. When you have clicked Finish position the cursor on the page where you want to position the calendar and drag it out to size.

4. If you said yes to the option Do you want room to write on your calendar? you will be able to click on a square and type in text.
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