
Click on date and 
change to date of first 
meeting to be added. 

Then click Done.

1
Click on Weeks and select “nth 

xxxday of each month”2

Click on date next to “Not 
beyond” and set to later than 

last meeting.

3

All look 
Correct? 

click “Add 
Events”

4

Adding multiple meetings on a 
specific day of the month. 

Follow steps 1 to 4


