
Tech Users Directions—Susan Oxnevad, June, 2009 

Google Apps Calendar 
The calendar in Google Apps has many features to help you organize and share 
events. 

1. Create events 
2. View or hide your calendar 
3. Create separate calendars for different topics such as homework, field 

trips and birthdays. Calendars can be displayed on one calendar, or 
hidden. Each calendar can be shared separately. 

4. Access Settings to share calendars. 
5. Click the triangle next to any calendar to access options. 
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