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          How To Access G-Calendar 
Click on the Waffle icon and scroll 
down to find the G-Calendar icon

OR

Type “g calendar” into the search bar and 
click the option that says “Google Calendar”

4



How To Add Events: Can’t have an empty calendar, right ?
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           First Thing's First...     

On the left side, there is a 
button that says “Create” with 
a colourful “+” sign. Click it

It will open this page. 
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           Next...     
Type in the name of the event

Type in the date(Month 
and date) or use the 
mini calendar feature to 
select the date

Type in the time or 
select from the 
scrolling menu

Type any information about 
the event that you’d like.

Type in location

Most Important: Press 
“Save”. 7



           An example, perhaps?     

Press “Save”.

Pro-tip: If the event lasts all 
day, you don’t have to fuss 
over the time. Just click on the 
checkbox next to “All day”

This is what the 
saved event will 
look like. To view 
it, click on the 
event in the 
calendar.
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How To Delete An Event: A cluttered calendar is no good
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         Here is what you do..
Find the event you want to delete.

Click on the event to open its’ details.

On the top, there is a little 
trash-can icon, click it.

Voila! You successfully deleted an 
event.
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How To Make An Event Recurring: We can’t forget the annual special days
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         This is what you do...
Click on the event you want to make 
recurring

Click on the pencil icon to edit the event

Under the date and time, there is a 
drop-down menu that says “Does not repeat”

Select on the option that suits the event
Ex: Birthdays 
should be repeated 
annually, Soccer 
practices is 
repeated weekly
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How To Set Notifications For Events: No last minute scrabbling for gifts
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                To Activate Notifications...

Click on the event you want a notification 
for.

Click on the pencil icon to open up more 
settings.

Underneath “Add location”, there is an entire row 
dedicated to notification information. Click on the 
arrows beside each of the 3 settings to adjust the 
notification to your liking

Pro Tip: Not all of your events had to have 
a notification. If you don’t want a 
notification then click on the “X” at the 
very end of the row.
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                To Activate Notifications...

You have the option to 
change the notification into 
an email if you prefer

Use the arrows to adjust the number. The 
“↓” makes the number smaller and the 
“↑” arrow makes the number bigger.

How early do you want 
your notification?

Reminder: Not all of 
your events had to have 
a notification. If you 
don’t want a notification 
then click on the “X” at 
the very end of the row.
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Collaborating on Calendars: Sharing Is Caring

16



       Why would I need that ?

You can share your 
calendar with family, 
friends, and co-workers.

Important: If you share your calendar. Anyone 
with full permission will be able to respond to 
invitations, create and edit events, and share your 
calendar with others.
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       To Share Existing Calendars... 

Look to the left of your 
screen to find “My Calendars” 

Hover over the calendar 
you want to share with 
others. You will see three 
dots (ellipsis), click on it to 
open the drop down menu.
From this menu, select the 
“Settings & Sharing” option
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       The Sharing Settings... 

Access Permissions: You get a 
shareable link, that you can then 
manually share with others via email 
or text.

Share with Specific People: You add 
the emails of the people you want 
to share with and they will receive 
an email and it will be added to their 
calendar
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       The Specific Sharing Settings... 

It is similar to sharing a google doc 
with someone. 

Remember you can share with 
multiple people at once.

If you are using a link to share. It 
will generate a link that you will 
copy and paste into emails to your 
collaborators.

20



Google Keep: Reminders and Lists Galore
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          How To Access Google Keep 

Type “Google Keep” into the Google 
Search bar. Select the first option.

Click on the “waffle” icon and 
scroll down to find “Keep”.

Available for free on the App 
Store and Google Play Store. 22



How To Create A Note: A guide to keeping 
track of your daily tasks
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                       Open Google Keep

1. Click where it says “Take a 
note”.

2. Once this screen appears, 
give your note a title in the 
space labeled “Title”.

3. In the “Take a note…” section, 
you can add your information.
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                  How to pin the note
1. Click on the “thumbtack” 

icon in the top right 
corner to pin the note.

2. The note is now pinned 
to your home screen 
where you can access it 
at all times.

Pro Tip: To add information 
to your note, click on it. 25



How To Create A New List: Keeping our 
notes separate 
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                Creating a new list

1. Click the “New list” button 
beside “Take a note”.

2. Once this screen appears, 
add a title in the “Title” box.

3. Where it says “List item” is where you 
can add your items.
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                  Creating a new list

After you’ve added all of your list items, 

be sure to pin your note!
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How To Set Reminders: Our memories 
aren’t perfect right?
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                     Setting reminders

1. When you hover your 
mouse over a note, a 
series of options 
appear at the bottom. 
Click the “Remind me” 
button.

2. This menu will 
appear. To select a 
date and time, click 
“Pick date & time”.

3. Once you’ve picked a 
date & time, click “Save”
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                    Setting Reminders

Notes with Reminders will appear under the “Reminders” tab 
located on the left hand side of the screen below “Notes”.
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How To Delete Notes: Time to take out 
the trash
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                 Deleting notes

1. Click the “More” button.

2. Click “Delete note”.
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How To Navigate Google Keep Settings: 
No, you won’t need a GPS
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               Settings Click the “Settings” button.

This menu will appear. It contains 
organizational settings for your notes, 
reminder defaults and Share settings.

Reminder Defaults 
allow you to apply 
the same time to all 
of your notes
Share settings allow you to share 
your notes with others when enabled.

Reminder: When you change 
these settings, click “Save”. 35



How to Share Notes: Two Heads are 
better than one
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             Sharing Notes

Click on the note you’d like to 
share.
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            What next?

At the bottom of 
the note, there is a 
menu of options. 
Click on the 
“Collaborator” 
button.

Hint: The Collaborator button looks 
like a person with a plus sign beside it.
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             Then?

Once this menu appears, type in the 
name or email of the recipient in 
the section that reads “Person or 
email to share with”.

Be sure to click 
“Save” once you’ve 
added a recipient!
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           That's all folks
Today we learned…..
✅ How add events
✅How to Delete Events
✅How to make an Event Recurring
✅How to create a Note
✅How to set Reminders
✅How to Create a New List
✅How to Delete a Note
✅How to Navigate through Settings
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                  Some Other Helpful Sources
Google Calendar From Start To Finish:
https://www.youtube.com/watch?app=desktop&feature=youtu.be&v=IyHvKYeeuB8&ab_channel=DustyPorter 

Some Neat Tips and Tricks That Every G Calendar User Should Know:
https://blog.hubspot.com/marketing/google-calendar-tips 

The Ultimate Guide To Calendar:
https://www.calendar.com/google-calendar-guide/ 

Getting Started With Google Calendar:
https://edu.gcfglobal.org/en/google-tips/getting-started-with-google-calendar/1/ 

How to use Google Keep like a Pro:
https://www.youtube.com/watch?v=-HZkasJcbGA&ab_channel=Simpletivity 

8 Tips for all Google Keep Users:
https://www.blog.google/products/g-suite/8-tips-help-you-keep-google-keep/ 

Google Keep From Start To Finish:
https://www.youtube.com/watch?v=c_TKmYg9M6o&ab_channel=DustyPorter 

A Beginner’s Tutorial for Google Keep:
https://www.youtube.com/watch?v=yNXE-BiLuCU&ab_channel=TasiaCustode

Click on the blue text to 
open up the helpful 
video/website.
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