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Google Calendar is an online calendar that you can share with 

friends and family, and even make public.  There is a mobile App 

that syncs with the online version, giving you access to your  

calendars from virtually anywhere.  Today we will learn the  

basics of crea*ng and sharing Google Calendars. 



Find Google Calendar: www.google.com 

and click on “Apps” at the top.  You will 

be asked to sign in.  Use your Gmail ad-

dress & password or whatever you use 

to sign into Google. 

Your calendar will most likely open in a 

Week view.  To change the view, select 

one of the tabs at the top right of the screen. 

 

The le1 side of the screen 

tells you which calendar(s) 

you are viewing and is 

where you control how your 

calendars look, are shared, 

etc. 

“My calendars” are the ones 

you have created or that 

you have full access to edit 

and share. 

“Other calendars” are calen-

dars you have downloaded 

from Google or that others 

have shared with you.   

The gear shi1 icon also has a place for more detailed se6ngs of 

how your calendar will work for you.  Click “7e6ngs” to see the 

op*ons. 

 

Tasks 

The tasks “calendar” is really a checklist bar that you can use if 

you like to make lists for daily tasks.  It features a handy check-

off box that crosses off your tasks as you complete them.     

To create tasks without a 

due date you can click on the 

empty checkbox in the task 

bar area and type it in. 

To add tasks with a due date, 

click on the date the task is 

due, and at the top of the 

box, select “Task.” 

Fill out the box and click “Create task.” 

*Tasks with due dates show up on your calendar.  Tasks without 

due dates only show up on the tasks bar. 

 

Tasks can be reordered by clicking on them and dragging into 

other orders. 

Tasks can be deleted by selec*ng then clicking on the trash can 

at the bo<om of the task 

bar. 

Click on the far right icon to 

select the list you would like to view, edit the name of a list, add 

a new list, or delete a list.   

���ons gives you op*ons to print the tasks list, clear completed 

tasks, sort by due date, etc. 

 



TIP:  Occasionally a person with whom I have shared a calendar 

can no longer view or edit it.  When this happens, I remove them 

from the “Share this Calendar” list by clicking on the trash can 

next to their email address, and then I add them back in.  This 

has always solved the problem for me. 
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While going online saves paper and can make it easy to access 

yo
r calendar every�here% some*mes yo
 =
st like to have it in 

�ri*ng�  �o
 can print di9erent vie�s o� yo
r calendar% �
t the 

most pop
lar is pro�a�ly the Month vie��   

 

From the Month vie� o� yo
r calendar% click on the “More” 

�
<on and select “	rint�” 

 

�o
 can change the range 

o� dates% the �ont size% and 

Black and White� 

���ck����	t�

Tip: Monthly views print 

best in Landscape View.  If 

your printer does not au-

to�a'cally ad(ust� �anu-

ally select “Landscape” 

fro� your printer screen. 
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Select the Gear 


c�� �
<�� �� the �ar r
�ht !
"e �� the !cree�� 

I� y�
 have a l�t �� eve�t!, y�
’ll wa�t t� cha��e y�
r v
ew t� 

“C�mpact�” 

Cl
ck �� “My cale�"ar!” t� expa�" the me�
 t� !ee all �� y�
r 

cale�"ar!�  Y�
r �ame !h�
l" appear a! well a! “Ta!k!�” 

TIP: The one with your name is your personal calendar.  It is the 

default calendar created for your login.  You can change the 

name of it, but you cannot delete it, even if you have added  

other calendars.  If you are planning on crea'ng di*erent calen&

dars to share with di*erent people, you’ll probably want to add 

new ones, and keep the default calendar as your personal one. 

Cl
ck �� “Other cale�"ar!” t� !ee the tw� pre-l�a"e" cale�"ar! 

that G���le !hare! w
th y�
�  O�e 
! the �p*�� �� 
!
�� a G���le 

cale�"ar t� 
mp�rt y�
r C��tact’! �
rth"ay 
���rma*��� 

The �ther 
! a US H�l
"ay cale�"ar�  Cl
ck �� the US H�l
"ay  

cale�"ar t� !ee h�w 
t t���le! �� a�" �ff�  N�te the c�l�r �� the 

cale�"ar�  Y�
 ca� cha��e th
! c�l�r t� y�
r �w� l
k
��� 

Change Calendar Color: 

1. Hover the mouse over the calendar you want to edit. 

2. #lic& on the li<le arrow that a''ears to the ri�ht o� the *tle. 

3. #lic& on a colored square and see the calendar events 

chan�e.   

4. De'eat as desired un*l you have selected a color that  

a''eals to you. 
 

Adding an event to your calendar: 

1. 7elect +4onth, view �rom the le1 to' menu. 

2. #lic& on the date o� the event on the calendar. 

3. �ill in the in�orma*on.  28� you 

have mul*'le calendars% you 

will be able to select which  

calendar you want to 'ut the 

event on.) 

4. (o add a descri'*on% loca*on% or other in�orma*on clic& 

+Edit event,% otherwise clic& +#reate event, or hit enter. 
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