
Google Calendar User Interface 

 Different ways to view the calendar are located on the tabs at the 

top right of the calendar.   

o Month is the default view on our website but you can view a 

week at a time or choose Agenda for a list of events. 

 

 Move the dates either forward or back 

by using the scroll arrows  on the 

upper left of the calendar or click on the 

dropdown arrow next to the date range 

to pop up a mini calendar with scroll 

arrows. 

   

 

 View detailed information about an event by clicking on the event 

name.  Information from this view may include, the number of 

sessions for a class, class description and any needed information, 

location including room number, and 

a map link to Google maps where 

you can get directions from your 

location to the club. 

 Click add to My Calendar  

 Sign in to your personal Gmail 

Calendar 

 From this screen you can edit 

any information such as Pop Up or 

Email Reminders or how often the 

event repeats. 

 Click Save. 

 

 


