Adding and Creating a New Calendar for a Google Site

Adding a calendar to your Google Site is easy. | would recommend creating a

separate calendar that is specific to your class rather then using your own

personal calendar. You can add due dates, test dates or any other important

information that you find necessary.

1.) Log on to LPS Google site and click on the calendar link, that is above your

own personal calendar.

Google Calendar

=

5 M

3 4
10 11
17 18
24 25

January 2010 *

T

g

5
12
19
26

W

=
13
20
27

ot

T F 3
3101 2
7 & 9
14 [FER 15
21 22 23
28 23 30

m

2.) Once you click on this link it is going to bring up your own personal

calendar, you will need to create a calendar, down on the left hand side,

look for the link that says My Calendars, click on the link that says Create.
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3.) A new window will pop up you will need to fill in the information regarding
your new calendar, including name, description, location, etc. When that is

completed click the Create Calendar link.
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4.) Now that your new class calendar is created, go ahead and log into your
Google Site. You will want to be able to edit your website, so make sure
you logged in through Google Sites. Now click on Edit Page link, which is
located near the top on the right hand side.

g Create page | . Editpage | More actions -



5.) Then you want to click Insert which is on the left hand side near the top,
then click Calendar which is located under the Google subheading.
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6.) Once you click Calendar, another window will come up, you need to choose
the class calendar that you just created and then click select at the bottom.
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7.) Now you will have the option to adjust the fitting of the calendar to your
website, | would personally play with the pixels until you are happy with
the size. | did find that 300 pixels width and 300 pixels height worked well
for me, but it might be different for your site. If you didn’t name this
calendar when you created it, you can also add a title, or change a title.
Remember to click Save in order to have it added to your site.
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8.) Now when it does add, you will notice that the calendar isn’t actually there,
remember you are in edit mode and it will show up when you save and exit
edit mode. You will also have the option to choose where the calendar is
located, and you can also adjust the size. Remember to Save!
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Remember to add any dates, you have to add them through Google
Calendar! To do this through your site, click on the Google calendar link at
the bottom of your calendar.



