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G()Ugle Welcome to Google Calendar

Organize your schedule and share events with friends Sign in 1o Goegle Calandar with yeur
Wouldnt it be great 1o be able 1o keep track of all the evants in your bfe, coordmate schedules with fiends and family, and I le
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With Google Calendar, you can see your fiends’ and family’s schedules right next 1o your own; quickly add everts Pasyword
mgstioned in Gmail comversations or saved in other calandar applicstions; and add other interesting evards that you
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Sharing evenls and calsmdars

ou decide who can see your calendar and which details they can view. Plansing an event? You can creste

irwtations, send reminders and kesp track of RSVPE right inside Google Calendar, Organizstions can promate |sa0not access mv accoud
wrints 1o

Staying en schedule
ou can sel up automatic event reminders, including mobile phore natifications, and instandly bring up anything on Den't have a Gosgle Account?
your calendas with 1he bult.in search 1oal

Craats a naw

Hiw! Google Calendan gallery Goosls Avcotet
Mow you can find fun comterd to add 1o your schedule. Browse through a gallery of publicly available calendars ke -
sports schedules, concert listings, and much more. Try i o

Take atour of Google Calendar »
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If you want to add an event to the calendar click on the month tab and choose a date
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Type in the name of your event and click on edit event details

2l Google Calendar - Microsoft Internet Explorer

File Edit View Favorites Tools Help Rl

: Address |@ hiktp: {fuww  google. comjealendar render?id=dnZnczlybiEyZDBLOGS LYY XUDYWRONDBAZ3Ivd X ALY 2Fs ZWEKYXIUZZIvZZ XL mMvbQRInvEmailk ey=posc lendar . 40gmal. com %38 V‘ Go
: 3 A . A

@u LRGP R-mm JE B

Mail Calendar Documents Pholos Groups MWeb more =

GO()gle | | [ Search Public Calendars ] [ Search My Calendars ] Show Search Ogtions

Calendar

poscalendar@gmail.com | What's New | Settings | Help | Sign out

Create Event R ocay | October 2007 B Print Day Week Month Nextd Days Agenda
Quick Add Sun Mon Tue Wiedd Thu Fri Sat

# October 2007 Bl
S M TWwTF S
23 24 25 26 27 28 29
W1z 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 13 20 7 8 9 10 1 12 13
21 22 23 24 |2 26 27
28 293031 L 2 °
4 5 6 7 8 810

Man, October 29 | 17 bE:] 13 20

- Add |
My Calendars

What ‘Shannon's test Even| |

ed., Tpm Dinner st Pancho's

Wihich Calendar | Picayune On Stage A 24 25 26 27
Manage calendars Craats Event . L
| reate Event | pdit event details @

28 29 20 31

a Done B Internet
‘s start

file://[K:\Web Pages\pos\Web Site\pages\Instructions.htm

Page 2 of 6

6/7/2010



Click on Calendar Admin or Reservation Admin

Scroll down and set the Privacy for the event to Public and then click save
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Sign out when you are done.
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If you want to check email, log in just like you would for the calendar and click on the Mail link.
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Click on the inbox link and you should see email for play reservations. Click on the email to open it.
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Now you can see all the information for the reservations. After you have recorded the reservations you can sign out
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