Anatomy of Your Google Calendar (Default View: Week)2
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What’s am I looking at?

1. Click here to see your account and log out.
2. Change your view to see your calendar in month, day, year, schedule, or 4-day.
3. Calendar settings.
4. The date/time right now.
5. Create a new event (you can also do this by clicking on the date and time you would like the event to be, on the calendar itself).
6. [image: ]Your calendars—uncheck them to remove them from the overall calendar view and only see certain events. Edit a calendar by hovering over its name in this list and clicking the three vertical dots that appear to the right: 
7. Click the plus sign (+) to add a calendar.
8. How events display on your calendar. Click the block to edit the event.



Creating a New Event
[image: ]
1. Click the  button or the date and time you wish the event to take place.
2. A panel should come up like this:
[image: ]
3. It will default to the Event setting, but click Reminder or Task to get different fields.  
[image: ][image: ]





4. Click anything you want to change. For instance, if you need your event to be longer, click the end time—in this case, 3:30—and make it whatever you need it to be. [image: ]
5. [image: ]If you need more tools—for instance, if you want to make a repeating event or change your notifications, click the more options button at the bottom. 
6. [image: ]This will take you here:






7. [bookmark: _GoBack][image: ]If you need to edit your event again after you’re created it, the edit button is here, and that will take you to the page in step 6 again. 
[image: ]5215 Oakton Street / Skokie, IL 60077 / 847-673-7774 / www.skokielibrary.info
image4.png
(Notitle)
2:30 - 330pm

Add title

Event Reminder Task

[c]

Jul29,2019  2:30pm - 3:30pm  Jul 29,2019
Add guests

Add location or conferencing

Add description

@ @ YourNameHere ~

More options





image5.png
x
jAdd title
Event Reminder  Task
Jul 30,2019  12:00pm All day

Add description

My Tasks ~

(Notitle, 12pm





image6.png
jAdd title

Event  Reminder

Jul30,2019  12:00pm

Does not repeat ~

Task





image7.png
(Noitie)
230 - 3:300m X

Add title
————2

Event Reminder Task

@© Jul29,2019 2:30pm - Jul 29,2019
2,
& Addguests 2:30pm (0 mins)

©  Addlocation or conferen
3:00pm (30 mins)
| = Adddescription
3:30pm (1 hr)
@ @ YourNameHere v
4:00pm (1.5 hrs)

— 4:30pm (2 hrs) l





image8.png
More options




image9.png
x |Add title

Jul29,2019  2:30pm to 330pm  Jul29,2019  Time zone

Allday Does not repeat ~

Event Details  Find a Time Guests
@  Addlocation Add guests
Ok Add conferencing ~
Guests can:
A Noification = 30 minutes ~ X Modify event

Invite others
Add notification
See guestlist

3 YourNameHere ~ @ ~

(%) Busy - Defaultvisbilty ~ @

@B I U

Add description




image10.png
o}

)

Example
Thursday, August 1 - 11:00am - 5:30pm

30 minutes before

Your Name Here





image1.png
August 2019 <>

s oM T ow T F s

a@w v o1 o2

4 s s 7 8 9 W
I e A
w1 oo o2 om o
3 2% o om o » W W

vz s s s 6 7

Search for people

My calendars ~
Your Name Here
Birthdays

Reminders

Tasks

Test

Other calendars. + A

Holidays in United States.

Terms - Privacy

Today

awras
9am

10am

am

2em

oM

26m

apm

apm

sem

opm

7em

apm

apm

0pm

Tem

<

>

sun

28

Jul - Aug 2019

MON

TUE WED THY

30 31 1

Example
11am - 5:30pm

Q @ @

FRI

Week ~

saT





image2.png
‘Your Name Here




image3.png




image11.emf
SKOKIE
PUBLIC
LIBRARY










