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STEP 1 – ACTIVITY SCREEN 
 

 
 

 

 

 

 

 

1A. Go to ‘Activities’’ 

1B. Select (click on) an existing activity --> a 

new window will open 



STEP 2 – EDIT AN EXISTING ACTIVITY – PART 1   
 
 

 

 
 

 

 

 

 

 

 

 

 

2A. Click on ‘Edit details’    

2b. Or …click on ‘Delete’    



STEP 3 – EDIT AN EXISTING ACTIVITY - PART 2 
 

 

3A. Edit   

3B. Save    


