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STEP 1

Click on the event you want to clone

STEP 2

Click on 'Clone' under 'More'

A new event that is a clone of the existing is now created. Be sure to change its name and 
any other parameter.
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STEP 3

Click on the calendar to set the date and time

The date and time are not cloned and you must set them

STEP 4

Click on CREATE
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