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Creating Calendars

1. Click add calendar 2. Create 2 calendars in different colors :
Deadlines & Classes

New calendar

Add calendar :
Name
Deadlines
Add other calendars
My calendars A Description

Spring 2019 deadlines for syllabus

New calendar

Time zone
Browse resources (GMT-05:00) Eastern Time - New York -

Owner

Browse calendars of interest serdE R nyets

Organization
From URL University of Rhode Island




Go Through the Syllabus- Deadlines

3. Go through and copy all important
dates from the syllabus, such as Home
Work, Exams, Labs, and other formal
assessments. To keep them as banners at
the top of your calendar keep them as Al
Day Events.

**Make sure that all of these dates are on
the Deadlines calendar**

CHM 101 Exam 2

Event  Out of office  Appointment slots

Apr2,2019 — Apr2,2019 Add time

Shania Moretti
Class Schedule S19
Classes

Deadlines

Shania Rose




Creating Classes Calendar

4. Switch to the Classes calendar and star filling
out your class schedule with dates, times, and
other important info for the class. MTH 131

Event Out of office  Appointment slots

5. To make the classes reoccurring go to More
Options to customize. ®©  Apr2,2019 - Apr2,2019 Add time

(3 @ Shania Moretti -

More options




Customizing Class Times

6. Make it so that the classes are not on the All 7.Have the schedule repeating every week, with
Day setting, and click on the Custom setting. the days of your class (like MWF or TTh). Then
have the class end on the last day of the
semester.
X MTH 131
Custom recurrence
Apr2,2019 10:00am to 10:30am Apr2,2019 Time zone
(] Allday  Does not repeat Repeat every ! el
Daily Repeat on
Event Detg) Weekly on Tuesday D € ° L ° D @€
@ Add locatil Monthly on the first Tuesday Ends
o e Annually on April 2 (O Never
Every weekday (Monday to Friday) @ on Apr 30,2019
0 Add notific Custom .
O After 13 occurrences
G Classes ~ ‘ "
(™) Busy ~ Defaultvisibility ¥ (@ Saneel - B )




Month View

THE
= Toda i Month ~ UNIVERSITY
Calendar y & ¥ Aprll 2019 O\ @ ‘Q' OF RHODE ISLAND
SUN MON TUE WED THU FRI SAT
+ Create 31 Apr 1 2 3 % 5 &
. i CHM 101 Exam 2 ® 12pm BIO 201 ® 9am MTH 131 ® 12pm BIO 201
® 9am MTH 131 ® 11am CHM 101
April 2019 <> ® 11am CHM 101
S M F w ¥ F N
31 1 2 3 4 5 6
7 8 9 10 1 12 13
7 8 9 10 1 12 13
® 12pm BIO 201 ® 9am MTH 131 ® 12pm BIO 201 MTH 131 HW due ® 12pm BIO 201
14 15 16 17 18 19 20
® 11am CHM 101 ® 9am MTH 131
21 22 23 24 25 26 27 ® 11am CHM 101
28 29 30 1 2 3 4
5 6 7 8 9 10 1
14 15 16 17 18 19 20
PE—— . ® 12pm BIO 201 LAB REPORT BIO 201 ® 12pm BIO 201 ® 9am MTH 131 ® 12pm BIO 201
. ® 9am MTH 131 ® 11am CHM 101
® 11am CHM 101
My calendars ~
D Shania Moretti
21 22 23 24 25 26 27
[7) Birthdays
® 12pm BIO 201 ® 9am MTH 131 ® 12pm BIO 201 ® 9am MTH 131 ® 12pm BIO 201
(D class schedule 519 ® 11am CHM 101 ® 11am CHM 101
Classes
Deadlines
[J Reminders 28 29 30 May 1 2 3 4
[ Tasks ® 12pm BIO 201 ® 9am MTH 131
@ 11am CHM 101
Other calendars v
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