
 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to set up your Google Calendar. 

1.  On 

your 

Google 

home 

page, 

click on 

“Google 

Calendar” 

on the left 

hand side 

of the 

screen. 

2.  Fill in 

your 

password 

and click 

“sign in.”  

Before you 

sign in, 

check out 

these cool 

features.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.  Your screen will look like this.   Verify the 

information, then click “continue.”  

4.  This is your Google calendar screenGoogle calendar screenGoogle calendar screenGoogle calendar screen.  Check out these 

features, then we’ll go through some of them together. 

Click here 

to view 

your 

calendar by 

day, week, 

month, etc.  

Click here to 

add events, 

appointments, 

etc.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  From your Google calendar screenGoogle calendar screenGoogle calendar screenGoogle calendar screen, click on “Quick Add.”  

Setting an appointment 

2.  This little box 

will pop up.  Just 

enter what the 

event/appointme

nt is that you’re 

adding, then 

click on the “+”. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

4.  Fill in the 

start and end 

times.  Click on 

the “Repeats” 

dropdown box 

and indicate if it 

is a recurring 

event.  Fill in 

where the event 

or appointment 

will occur and 

any information 

you think should 

be included in 

the description.  

Then choose 

what kind of 

reminder you 

want and how 

soon before the 

event or 

appointment you 

want to be 

reminded. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

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. 

6.  This little box 

will pop up.  You 

can choose to 

send invitations 

to the emails 

you indicated as 

“guests.”  Click 

“Send” or “Don’t 

Send.” 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

7.  That’s it!  Your appointment will now show up on your Google calendar. 

Creating an Event 

1.  From your 

Google calendar 

page, click “Create 

Event.”  This will 

bring up a screen 

like the one you 

used for “Setting an 

Appointment.”   

Follow the same 

steps to create your 

event. 


