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Creating an 
Event

1. Click on the 

    button

        or

       Click on a day 



Creating an Event (cont.)
2. Add event details

    Detailed View

       Quick View

Click “More 
options” to access 
detailed view

Click to 
add times

Add guests 
to your 
event

Create a repeating 
eventAdd title

Add title

Staff can add a Google Meet link by clicking

Change calendar
Get notified/emailed



Reminders & Tasks May not be available on 
non-Waltham accounts

  Task      Reminder

Set a task for you to complete
Set a reminder

’s List ⏷



Calendar Views Change 
calendar view

Day

Schedule

Week

Month



Creating a Calendar

Create a new calendar for different types of events

Tip: Your Google 
Classroom classes 
are automatically 

added as calendars 
and you can see 

due dates
(Learn more here)



Help Resources

https://support.google.com/

https://walthamtech.org (Launching Aug. 2020)

https://support.google.com/
https://walthamtech.org

