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3. Your screen will look like this. Verify the
information, then click “continue.”
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4. This is your Google calendar screen. Check out these
features, then we’ll go through some of them together.
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Setting an appointment

1. From your Google calendar screen, click on “Quick Add.”
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3. Click in this box and the mini-calendar will appear. Click on the start
date. Do the same for the next box for the end date. If it’s a one day
event/appointment, click on the “All Day” checkmark to deselect it.
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5. Add the email addresses of anyone involved with the event or appointment
and indicate if they can invite others or just view the list of people involved.
Then indicate how you want this to show up on your calendar and if it is a
public or private event. Click “Save” when you’re finished.
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7. That’s it! Your appointment will now show up on your Google calendar.

5] Google Calendar - Mozilla Firefox

Eile Edit Y¥iew History Bookmarks Tools  Help

<‘f':| = = @ ﬁ} ||3 hittp: ffunan, google, com/calendar frender Fgsessionid=K-D7px0-9xg E\”" b] |
| Customize Links [ | Free Hotmail || Windows Markstplace || ‘windows Media | | windows
! Google Calendar a8 | Q Gooagle Docs & Spreadsheets e =
Mail Calendar Documents Photos Groups Wveb  mare ¥ sopy AMeagle@gmail.com | Add Calendar to your Toolbar | Settings | Help | Sign gut
‘ OD le | |[ Search Public CZ Adars [ Search My Calendars ] Show Search Options
Calendar BETA
Create Event [0 B0 (Today] Jul 29, 2007 - Aug 4, 208 B Print Day Week Month MNext4 Days Agenda
Cluick Add Sun 7729 hdon 7. Tue 7i31 Whied &M Thu &2 Fri &3 Sat B4
« July 2007 » 1
T GRS 12pm )
27 28 29 30
4 5 6 7
11 12 13 a4/ e
15 19 20 21
25 26 27 28 2pm
1 2 3
8 9 10
3pm
4pm
Spim
Other Calendars "
Manage calendars
Bpim =
Tpim
Bpim =
Apim |

Creating an Event

Google Calendar - Mozilla Firefox

File Edit ‘“ew History Bookmarks Tools  Help ¥
@ G = @ /\J_l‘ |m http: ffww. google.comjcalendar/render 7 gsessionid=K-D7px0-9xg l;ll'| i] |' |L4\]
D Customize Links D Free Hotmail D Windows Marketplace D Windows Media D Windows
‘ (%] Google Calendar = | _@ Google Docs & Spreadsheets () -
Mail Calendar Daocuments Photos Groups Web rore ¥ sopwithbeagle@gmail.com | Add Calendar to your Toolbar | Settings | Help | Sign out
Oogle ‘ |[ Search Public Calendars J [ Search My Calendars ] Show Search Options
Calendar BETA
Create Event ERER o0 Jul 15 -21 2007 FPrint Day Week Month Mextd Days Agenda
£ Quick Add Sun THE hon 7H1E i TG Thu7A8 Fri 720 Fat 7121
S 1. From your T
. § M T W T F g  izm Al
q’ Google calendar 24 25 26 27 28 29 30 |
= $lz 3 4 5 &7 |}
3 page! CI|C|( “create 8 9 10 11 12 13 14 e
15 16 BY 18 10 2021
) Event.” This will T ———
> = 2930 31 1 2 3 4
7 bring up a screen ;PN | o
()] like the one you . ]
E used for “Setting an My Calendars
- Sam
(@) Appointment.” Other Calendars
Manzge calendars
[2
I Follow the same o
>N steps to create your Tam
Z event. [
m Sam
»|
LD Done (5]

1830 Colonial Village Lane * Lancaster, PA 17601 + 877.545.3237 . info@GetMyHomesValue.com




