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m Calendar: Create Another Calendar

You can create any number of secondary calendars. For example, you can set up a calendar for your work group or
team to share. Each calendar you create appears in your list under My Calendars.

1. Open Google Calendar.
2. Click the down arrow next to My calendars, and select Create new calendar from the drop-down.
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1. Inthe Create New Calendar window, enter a name for the calendar. You can also enter a description and
location, select a time zone and sharing options for the calendar.
2. When you're finished setting up the calendar, click Create Calendar.

Google Learning Center (http://learn.googleapps.com/calendar) - 12/19/2011 | Bates College - 06/26/2012
Help Desk Services | (207) 786-8222/x8222 | helpdesk@bates.edu



