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Google Calendar Topics

1.  Accessing Calendar
2.  New Calendar
3.  View Options
4.  Quick Add
5.  Adding an Event
6.  Edit Event

7.  Delete Event
8.  Reminders
9.  Repeat
10.  Display
11.  Settings
12.  Share Calendar
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Add New Calendar

Note: You may wish to create 

a different calendar for each 

class that you teach



Create New Calendar
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Switch Months



Create Event

Steps…

1. Click on a day in the calendar to create an event

2. Type in the name of the event

3. Edit the details (see next slide)

4. Click Save
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Create Reminder



Edit or Delete an Event

Steps…

1. Click on the event

2. Select Delete or Edit Event



Share a Calendar
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Share a Calendar
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Settings
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Settings



Custom View



Density and Color
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Display Density will change 

how the Calendar appears



Access Google Keep and Google Tasks



Access Google Tasks
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Terms of Use:

Purchase of this product is for single classroom use by the purchaser only. It is a violation for individuals, 
schools, and districts to redistribute, edit, sell, or post this item on the internet or to other individuals.

Teachers can post TEACH WITH TECH ™ INC. resources to Google Classroom or another secure online 
platform, that is accessed only by their students and parents.

Created by Gavin Middleton © TEACH WITH TECH ™ INC.

Product names, logos, brands, and other trademarks featured or referred to within this lesson are the 
property of their respective trademark holders.

These trademark holders are not affiliated with TEACH WITH TECH ™ INC. They do not sponsor or endorse 
the contents, materials or processes discussed within this lesson.

I hope that you and your students enjoyed it!
If you provide Positive Feedback and Follow Me, I will 
send you a Free Lesson of your choice ($5 or less value).
E-mail me at teachwithtech1@gmail.com to receive 
your free lesson. 

Link to store

http://www.teacherspayteachers.com/Store/Gavin-Middleton

Thank you for your purchase!

http://www.teacherspayteachers.com/Store/Gavin-Middleton

