Google Calendar
Management

e To access your calendar, login to your SCM Google e-mail account.

e In the upper right hand corner you will find a 3x3 square box, click on it to access Google Apps. You will
find Google calendar there.
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Calendar Sites Groups

e Here you will find your building calendar listed along with any other personal calendars that you have rights
to add events.

e If your building’s calendar is not active (the box to the left of the name will be visible) click it and you will
see events that have been previously entered for you on the right hand side.

* To enter a new event, hover over the calendar name and a down arrow will appear. Click on the arrow and a
sub menu appears, click on Create event on this calendar.
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After you are all done entering your event, click on the SAVE button at the top. It is now
saved on your calendar and now appears on your main page of your web site as well as
the calendar on the SCM corporation web site.
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Within you calendar listing in Google calendar, click on event title to get details. You can delete the event from
here by clicking Delete. To change details, click on Edit Event, that will take you to the event window so you
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What appears on your building level web pages is a combination of four calendars:
Your building calendar

Public Calendar

Highlights Calendar

School Board Meeting Calendar

The Public Calendar has events that are System Wide such as Teacher Appreciation Week and events that
affect more than one school.

The Highlights Calendar has events normally on the calendar that Darlene Cochran gives us that has the
grading periods, ISTEP, holidays, etc.

The School Board Meeting Calendar is just what it’s name says. A listing of all of the Board meetings.

If an event is on one of these calendars, please do not duplicate the event by putting it on your calendar. This
will result in the event being listed twice.

If you have any questions, please contact Lynn Howard at 254-4518 or e-mail at howardl@mishawaka.k12.in.us



