Creating a Google Calendar 

Visit google.com/calendar. 

If you already have a gmail account, sign in using that information. 

If you do not have a gmail account, create one at http://gmail.com.  

Login to your gmail account through the google.com/calendar page. 
The first thing you should do is edit the setting of your calendar by clicking SETTINGS in the upper-right corner.   

-THE FOLLOWING SETTINGS MUST BE MADE-
Default View: MONTH 

Show events you have declined: NO 

Automatically add invitations to my calendar: NO 

Click SAVE at the bottom. 


Click SETTINGS again. 

Click CALENDARS 

Change the name of your Calendar to whatever you want. 

Examples: My Calendar, Fifth Grade Calendar, Classroom Calendar 

Click Save at the bottom. 

  Click SETTINGS again. 

Click Calendars. 

Click the title of your Calendar. 

Click Share this Calendar. 

Click "Share all information on this calendar with everyone" 
Click Save at the bottom. 

  

GOOGLE CALENDAR HELP 

Visit this http://www.google.com/support/calendar/ for instructions on adding events and descriptions. 

  

Adding an event is simple. When in the calendar view, just click on a date and type the title of the event. You can add a detailed description of the event by clicking EDIT EVENT DETAILS. 

  

The calendar squares will list the title of the event. Clicking that title will bring up the event details. 

  

Any changes that you want to make MUST be done at the Google Calendar site. These changes will change on your website automatically. 
