
GOOGLE AND YOUR CALENDAR 

 

1. Open Google 

2. Click on the nine-grid 

3. Choose Calendar 

 

 

 

 

 

4. Choose your view 
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Agenda 
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5. To create an event click the day 

 

 

 

6. Fill in the details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Don’t forget to save 

 

 

8. If you need to edit – click the day and choose edit event 

 

 

 

Title Date and Time or All Day 

Does it happen 

regularly 

Choose your 

color and how 

you want to be 

notified 
Are you going 

to share? 



To create a different  calendar 

 

 

 

9. Click the down arrow beside My Calendars 

 

10. Choose Create new calendar 

 

 

 

 

 

 

 

11. Fill in the Details’ 

 

12. Don’t forget to  

Click Create 

Calendar 

 

 

 

 

 

 

 


