Adding Event to Google Calendar

1. Click on Calendar (On home screen or from your gmail)
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2. Select “Create”
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3. Name" Event— Title: Last Name, First Initial
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4. Select Time (From when to when) & Date

(Y0l
W At Aol

Untitled event

8420/2012 3:00akn to 10:00am B/20/2012 Titne zane
7:30am
DAl day& g:00am
Euvent details E-30am
§:00am
§:30am
Where 10:00am

10:30am

5. Under Where: Your location (which classroom)
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6. Under Calendar: Be sure to select Intervention Calendar
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7. Reminders: Do NOT add a reminder to this event because it will remind everyone who has the
calendar
** |f you would like a reminder then Follow these stame steps again, creating a new calendar and use
the calendar labeled your name ie: Elizabeth Harrigan) and add a reminder
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8. Leave the Show me as and Privacy setting the same
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9. Select Save
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10. You are Done!



