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Basic Navigation
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Creating and Editing an Event
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Google Calendar





Access Google Calendar from your Gmail account.





Events in your calendar.





Create an event and manage a calendar by clicking on the little arrow.





Adjust your view.
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Select create an event in this calendar





WHERE TO GET MORE HELP:


The CTC: come to the desk and ask for help, schedule a 1-on-1 tutoring lesson, come to more classes, or attend one of our open labs to answer your questions.


Google Calendar Support Center www.google.com/support/calendar
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Share the event (not the whole calendar) with others.
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Set privacy settings.





Select which calendar you want to put the event on.





Fill out basic event information including if it’s a repeating event.











