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Introduction

Google Calendar is a Cloud based calendar storage system which is
similar to others from vendors like Apple (iCloud), Yahoo and Microsoft.

The advantages of these systems over traditional paper calendars are:
e You only need to use one calendar and it can be viewed on all of your

Internet connected devices (computer, tablet or smartphone).

e ltis a great place to store zoom links and other event information for
quick access.

e You cannot lose or misplace your calendar since the information is
saved for you automatically on the Cloud

e ltis easy to set up repeating events (daily, weekly, monthly or yearly)
and this only needs to be done once.

e Zoom links and other event information for repeating events only
need to be entered once and can easily be changed for one of the
events or all of them.

e You can set up multiple named calendars on your Cloud calendar
system and each can have a separate color. This makes it easy to
organize different types of events and easily change the color of all of
these events at one time.

e |tis easy to search for events in an electronic calendar by typing in
part of the name of the event or other event information.

e |t is easy to store notes about an event as part of the event data.

e You can get the calendar system to notify you about events at a time
you choose.
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Cloud Calendars

Your calendar data for Google Calendar and the other cloud based system
is stored on servers on the Internet. Many people have multiple Cloud
accounts, but it is best to use only the calendar system on one of your
clouds. For example, if you have a gmail email address, you have a
Google account on their Cloud. If you own an Apple device (Mac, iPad or
iPhone), you automatically have an Apple iCloud account.

Internet (“Cloud”)

Google Drive

Apple iCloud

Home

Family

Devices

iPhone —
'L D iPad
Mac
Apple Calendar Calendar program Apple Calendar Applications
Google Calendar Safari program Google Calendar “apps”
Safari app Chrome program Safari app

“programs”

Your calendar event data is stored on the Cloud and you can access it from
any of your devices using many different programs or apps.
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One problem some people run into is that they don’t understand how many
Cloud accounts they have and whether they are using the calendar storage
system on more than one Cloud. This can lead to confusion when you add
an event on one device to a calendar which is not visible on another of your
devices.

Each device has Calendar account settings which control which calendar
storage systems are used on that device. This simplest approach is to
choose a Cloud calendar storage vendor and set up all your devices to use
that system.

If you only have Apple devices, your best choice may be the Apple
calendar storage system (your iCloud account). If you have a mix of
vendors, like a Windows PC and an iPhone, the Google system may work
much better for you.

Android phones use the Android operating system from Google and
therefore automatically use Google Calendar to store their event data.

| have worked with several people who ended up using a mixture of
calendars on the Apple iCloud and the Google system and ran into lots of
confusion.

It is possible to consolidate your calendars into one Cloud calendar system
to solve this problem. You export the events from one calendar system and
import them into another one and change the account settings on all your
devices to use the one calendar storage system.
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Google Calendar on a Computer

Google Calendar is one of the Google applications that run on web
browsers. You do not need to download and install the application, just go
to its webpage in your browser: https://calendar.google.com

You can also get to the Google Calendar app by clicking on the Google
Applications button on the Google or Gmail page

Application?m} - e
Button
ﬁ
® &G ¢

Account Search Photos
Maps YouTube Contacts
2 ‘/L B

Calendar Drive Docs

) B ™
Slides Sheets Gmail

B. he. ¥ L
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In order to use any of the Google Apps you will need to have a Google
account (normally a @gmail.com email address). These are free and you
don’t need to use the Google mail address or the Gmail program. To
create a google account, go the to the Google homepage
(https://www.google.com), click the blue Sign In button:

Google

And then the blue Create Account button:

Google
Signin

Use your Google Account

Email or phone 2

Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more
Create account m
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https://www.google.com

When you open the Google Calendar webpage it will display your events
for today, the next 5 days, week or month. You can change the layout with
the pull-down menu at the top right:

L NN . E Google Calendar - 5 days, star X + (v ]
< C ( & calendar.google.com/calendar/u/O/r/customday?pli=1 % D = » e
= |18 Calendar Today < > June2021 Q4 @ Sdays ~ i3 @
FRI SAT UN Day D
l— Create
19 20 Week W
June 2021 < > GMT.06 Month M
s M T W T F S , 14
Year Y
30 3 1 2 3 4 5 oA @——
6 7 8 9 10 11 12 Schedule A
Judy Rough
13 14 15 16 17 @ 19 T0AM 9:30 - 11am 54 X
https://us02we ays
20 21 22 23 24 25 26 0
11 AM 0] Q00 0Q
27 28 29 30 1 2 3
Family Call -
4 5 6 7 8 9 10 12 PM .
I't H
https: e Show declined events
2, Search for people TPM ; o
e
2PM
My calendars A
3PM
Dave Taenzer
(] Birthdays 4PM
Peter Taenzer
5PM
Reminders
6 PM
Tasks Willowbrook m
6 - 7pm <
__Other calendars + A 7 PM

You can also switch between these views with the keyboard characters
shown in the menu (e.g. D for Day, W for Week, etc.).

There is also a Today button for displaying the current day in the current

format and a search button (magnifying glass) for searching for calendar
events. The keyboard shortcut for this is T on your keyboard.
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The current month is displayed at the top. There are “Back” (<) and
“Forward” (>) buttons between the Today button and month display to move
forward or backwards in time by the number of days displayed (e.g. week,
5 days, etc.). You can also click on a date in the left calendar display to
move to that date. You can change the month in the small calendar display
in the sidebar with the Forward (>) and Back (>) buttons.

The search button (magnifying glass) at the top lets you search for events
that contain specific words. It brings up a search area at the top of the
window:

Q  PBearch v 3 @

WED THU FRI SAT SUN

24 25 26 27
@

When you enter a search word or words, it changes to Schedule display to
show you the results:

& Search Q_  Apple Addicts X -

22 JuN 2021, TUE

6 7 8 9 10 11 12

e

l— Create

24 | suN 2021, THU ® 9:30-11am Apple Addicts https://seniorplanet.zoo...
June 2021 < >

29  JuN 2021, TUE ® 9:30-11am Apple Addicts https://seniorplanet.zoo...
s M T W T F s
g 1 2z 3 48 1 JuL2021, THU ® 9:30-11am Apple Addicts https://seniorplanet.zoo...

You can click on an event to view it or the back arrow in the top left to
return to the calendar display.

Dave Taenzer 8 October 2021




This search feature is useful for looking up doctor appointments, etc., e.g.
“When did | last see my doctor?”.

To add a new event, you simply click on the correct date and time. For
example to enter a 9:30 event on Thursday, click in the middle of the 9-10
box for that day:

Today < >  June 2021 Q @

24 25

GMT-06

& Check Verizo

8 AM

Click Here
IIIIIIIIIIIIII!'D-

10 AM
11 AM

12 PM
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When you click on a rectangle in the calendar, this window pops up:

Today < > June 2021 Q @ ¢
WED THU FRI
@ 24 25
b — %
| Add title el
g Event Task Reminder

@ Thursday, June 24  9:00am - 10:00am

Time zone QR oes not repe
0
Find a time

2,  Add guests

L (W] Add Google Meet video conferencing
®  Add location w

Add description or attachments

' Dave Taenzer @
Busy - Default visibility - 2 notifications

More options

oFM i i

You then type in the “Add Title” field to give the event a title. You can click
on the date, start or ending time to change them.
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You can click on the Add location field to enter a location. This is very
useful for saving a Zoom link for the event. When you are done, you can
click the blue Save button or click the More options link to see other
options:

L NN E Google Calendar - Event detai’ X New Tab X | +
< C 0 @& calendar.google.com/calendar/u/0/r/eventedit?pli=1 * @

X Add title gemm—
Jun 24, 2021 9:30am to 10:30am Jun 24, 2021 Time zone

(] Allday Does not repeat ~ h

Event Details Find a Time Guests

(| Add Google Meet video conferencing Add guests
®  Addlocation h

Guest permissions
[a Notification ¥ 5 minutes ¥ X h D Modify event

V4  Invite others
% V]

Notification ~ 15 minutes ~
See guest list
Add notification

] Dave Taenzer ~ . =

(] Busy ¥  Default visibility ~ @

B B I U = = o ¥

Add description
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You can add notifications for the event and also set it up as a repeating
event by clicking on the “Does not repeat” button. That brings up a window
with common options:

Add title

Jun 24, 2021 9:30am to 10:30am Jun 24, 2021

[] Allday Does not repeat

Daily

Event Detai Weekly on Thursday

Add Goo Monthly on the fourth Thursday

Monthly on the last Thursday
Add locatic

Annually on June 24

Notificatiol
Every weekday (Monday to Friday)

Notificatiol cystom...

A alal o a ALY e A m e

This lets you easily set up an event at this time every Thursday by clicking
on “Weekly on Thursday”, etc.
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If you click on the Custom link, this window appears:

Custom recurrence

Repeatevery |[1 2

Repeat on

Sep 23, 2021

13 occurrences

Cancel Done

You can control all the details in this window. The “week” button opens a
menu to control how often the event happens, in this case every week. You
can change this to every day, week, month or year.

You can also enter a number to indicate that event you occur every other
week by entering a “2” or every third week by entering a “3”, etc

You can then click on which days to repeat the event if it happens more that
once a week:
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For example Apple Addicts occurs every week on Tuesdays and

Thursdays:

Custom recurrence

Repeat every 1

Repeat on

week ¥

L@@

The bottom part of this window lets you set a date for the last repetition of
the event or if you want only a specified number of repetitions:
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When you click the Done button on the Custom repeat window, it displays
what you have set, in this case “Weekly on Tuesday, Thursday”:

| NN [zZ Google Calendar - Event detai’ X  New Tab X | +

« => C O @ calendar.google.com/calendar/u/0/r/eventedit?pli=1

X Apple Addicts

Jun 22, 2021 9:30am to 10:30am Jun 22, 2021 Time zone

(] Allday Weekly on Tuesday, Thursday ~ \

Event Details Find aTime Gues

() Add Google Meet video conferencing / Add

@ https://seniorplanet.zoom.us/j/95473978676?pwd=ZFdUWFk3b3ZXSFVRaTBiRHN  [I]]

Guest

£  Add notification O

| have pasted in the Zoom link for the Apple Addicts meeting in the
Location field.
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When you click the blue Save button, this will now appear as a repeating
event on the calendar:

Today < > Jun-Jul2021 Q @ @ sds - @)
MON TUE WED THU FRI
28 29 30 1 2
GMT-06
8 AM
9 AM / /
Apple Addicts Apple Addicts
10 AM 9:30am, https://s¢g 9:30am, https://s¢
11 AM
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If you click on one of these events, a window pops up and you can click on
the Zoom link in the Location field to join the Zoom meeting:

E Calendar Today < >  June 2021 Q ®
TUE WED THU
Create 22 @ 24
GMT-06
2021 < 2 8 AM
L . click here
BT 1 4 5 9 AM
7 Apple Addicts
¥ Z W B2 : X 9:30am, https://se
p1 Apple Addicts
08 Thursday, June 24 - 9:30 — 10:30am
] Weekly on Tuesday, Thursday
sal https://seniorplanet.zoom.us/j/954739786767pwd=ZF...
TEST
Created by: Dave Taenzer \ and th en
alenc

click here

4
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There are many settings you can change in Google Calendar. We will
review a few of the more important ones.

You can have Google Calendar pop up a notification window on your
computer or send you a reminder email for each event. You can control

when you get this email reminder (e.g. the day before or an hour before the
event).

Start by clicking on the event in the calendar and then clicking the pencil
button to edit it:

=7 AVt

Apple Addicts

J W B QI 9:15 - 10:45am
https://zoom.us/j/596301293
' ® Apple Addicts \
lig Thursday, June 25 - 9:15 - 10:45am

Weekly on Tuesday, Thursday

SP - Crafts and Hobbies
11:30am, https://seniorplanet.zoom.us/|
https://zoom.us/j/596301293

1 hour before

fni

P <®

ng
(3 Dave Taenzer

3IPM
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Then click the “Add notification” link:

X Apple Addicts Bl e

Jun 25,2020 9:15am to 10:45am  Jun 25,2020 (GMT-06:00) Mountain Time - Denver Time zone

() Allday Weekly on Tuesday, Thursday ~

Event Details Find a Time Guests

Add Google Meet video conferencing Add guests

https://zoom.us/j/596301293

Guest permissions

Add notification h (J Modify event

Dave T r - . v I“UiteO‘thelS
ave laenze
See gues‘t list

O =B p © O

Busy ~ Defaultvisibility ~ (3)

¥ B I U = = o X

Add description

This adds a popup window notification for 10 minutes before the event:

@ https://zoom.us/j/596301293

o Notification ~ 10 ¢ minutes ~ X

Add notification
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You can click on the Notification menu to change this to an email:

@ https://zoom.us/j/596301293

o Notification ~ 10 ¢ minutes ~ X

Add notification

Q |emal 1/j/596301293

n Notification 10 ¢ minutes ~ X

Add notification

Or you can change the number of minutes before the event to notify you.
You can also click on the minutes menu to change to from minutes to
hours, days or weeks if you like:

al Notification ~ 10 :  minutes X
L hours
Add notification
days
(5 DaveTaenzer - @ ~
weeks

[ Busy -  Default visibility =z
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You can also click on the “Add notification” to add another notification.
When you are done, don’t forget to click the blue Save button:

X App|e AddiCtS q m More actions «

Jun 25,2020 9:15am to 10:45am  Jun 25,2020 (GMT-06:00) Mountain Time - Denver Time zone

(] Allday Weekly on Tuesday, Thursday -

If you are editing a recurring event, Gmail will ask you whether you want to
change just this event or all upcoming recurring events related to this one:

Edit recurring event

(®) This event
O This and following events

O All events

Cancel OK

Select which events you want to change and click the blue OK button.

Normally, you would either click “This event” to only change the current
event or “This and following events” to change this event and all future
repetitions of this event.
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You can add a new calendar to your account or display useful public shared
calendars for holidays and other events. To add these, click on the Plus
button next to Other Calendars

Reminders

8 AM
Tasks
g AM
Other calendars + v
Add other calendars 10 AM
11 AM

Choose “Browse calendars of interest:

Tasks

N ALA

Other calendars Subscribe to calendar

\ Create new calendar
Browse calendars of interest

b¢
From URL

2T

Import

Which lets you select from various other calendars you can add to your
calendar display. Check the boxes of the calendars you want to add and
they will be displayed along with your Google calendar.
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Birthdays

Your Contacts ®

Regional holidays

Holidays in United States Public holidays and other holidays ~

Browse all v

Global religious holidays

(] christian Holidays

D Hindu Holidays

Jewish Holidays

(] Muslim Holidays

(] orthodox Holidays

Sports

Baseball v

Basketball v

Cricket v

Football v

Hockey v

Rugby v
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You can change the color of the events for a calendar by hovering over the
calendar and then clicking the three vertical dots that appear:

My calendars ~

Dave Taenzer :
K -
nnnnnn EANMimemm il aosee

This brings up a popup window with colors you can choose or you can click
the plus (+) button to add a custom color:

o> AM

My calendars A

& AR

Dave Taenzer
Display this only

Birthdays

1 Settings and sharing
ptaenzer622@gmail.con

Reminders o0 000

[] Tasks .. ...
»

0000
e

Training ®
Other calendars +
1 Atssanwarcihrinhtonarl-omsfius 11 AM

Click on another color circle to change all the events in this calendar to
another color. Many people create multiple named calendars, each with a
different color, so they can differentiate between different types of events.
For example, you could create a Senior Planet calendar and put events into
that calendar so they appear in a different color.

Dave Taenzer 24 October 2021



You can also create a new calendar and share it with other users of the
Google calendar system. For example, let's say you have a book group
and want to put your events on a separate calendar that you can share with
the other members of your group that use Google Calendar.

Start by clicking the Plus button next to Other calendars on the calendar
display.

T -

10 AM

Other calendars + A
] dtaenzer@ Add other calendars [EREEVY

[[] Holidays in United States
12 PM

Then select “Create new calendar”

10 AM

Other calendars Subscribe to calendar
] dtaenzer@brightsp

Create new calendar
] Holidays in United !

Browse calendars of interest E
] Lynn Kuhn

] Vioxio Meetings From URL

Import
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Enter a name and description (if desired) and click the blue Create
calendar button:

< Settings
General Create new calendar
Add calendar A Name
Book Group|
Subscribe to calendar
Description
Create new calendar
Browse calendars of interest
From URL
Time zone
Import & export (GMT-06:00) Mountain Time - Denver

Owner

Dave Taenzer
Settings for my calendars /
® Dave Taenzer Create calendar

Rirthdave

You will see the new calendar in your calendar list and can click on the
three vertical dots menu to change its color or modify it:

My calendars ~
6 AM
Dave Taenzer
Birthdays 7 AM

Book Group X

ptaenzer622 @@y LERGTE: LI
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Click the “Settings and sharing” option from the pop-up window:

My calendars

Dave Taenzer
Birthdays

Book Group X
ptaenzer622@gmail.con

Reminders

) Tasks »
Training
Other calendars +

W T AT

6 AM

7 AM
Display this only
Hide from list

Settings and sharing

007000
00000

| eoo000
] dtaenzer@brightsparksc @ 09000 be:
] Holidays in United State: +
T lwnan Wik TPM
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This will display all the options for your new calendar.

< Settings
General Calendar settings
Add calendar v Name
Book Group
Import & export
Description
Settings for my calendars
® Dave Taenzer
Birthdays Time zone L
(GMT-06:00) Mountain Time - Denver
@® Book Group ~
Evnnrt ralandar

Scroll down on the right hand column to the section called “Share with
specific people” and click on the blue Add people button:

Share with specific people

e dtaenzer@gmail.com Make changes and manage sharing

+ Add people h

Learn more about sharing your calendar with someone
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Enter the names or email addresses of the people you want to share the
calendar with and click the blue Send button to send them an email with an
invitation to share you calendar

Share with specific people

judy@seniorplanet.org

Judy Rough
judy@seniorplanet.org

Cancel Send

You can share with multiple people in your book group by typing all of their
email addresses in the “Share with specific people” popup window.
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You can remove people from the sharing group at any time by clicking the
“X” button after their name, or change their permissions from the Settings
page for the calendar.

Share with specific people

9 dtaenzer@gmail.com Make changes and manage sharing

{_‘ Judy Rough
s judy@seniorplanet.org

+ Add people * |

Learn more about sharing your calendar with someone

See all event details ~ X

When you click on the permissions (“See all event details” in this case), a
pop-up menu appears:

Share with specific people

9 dtaenzer@gmail.com Make changes
See only free/busy (hide details)

- Judy Rough
{..‘ y g

) ) See all event details
judy@seniorplanet.org

Make changes to events
-+ Add people

Make changes and manage sharing
Learn more about sharing your calendar with someone

This lets you change this person’s permissions for this calendar so they can
make changes to the events if you wish.

You can add more people to the sharing list or remove them at any time.
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Google Calendar on Portable Devices

You can view your Google calendar on your phone or other device through
a variety of apps (e.g. Apple Calendar or Google Calendar).

To view your Google calendar data with Apple Calendar app on the iPhone,
you go tap on the Settings button and scroll down to Calendar section for
the Apple Calendar app:

| VZW Wi-Fi = 5:06 PM < @ 100% [©3)

Settings
was App Store

Wallet & Apple Pay

\{ Passwords

M Mail

. Contacts

g Calendar
Notes

Reminders

n Voice Memos

Phone
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You then click on the Accounts line to view your accounts:

{ Settings Calendar

ALLOW CALENDAR TO ACCESS

5] Siri & Search

Accounts

Time Zone Override
Alternate Calendars

Week Numbers

Show Invitee Declines

Default Alert Times

a VZW Wi-Fi = 5:06 PM <7 @ 100% [#2)

Off

Off

O

Sync All Events
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This brings up a list of all your accounts:

ol VZW Wi-Fi 2 5:07 PM 7 @ 100% [42)

{ Calendar Accounts

ACCOUNTS
iCloud

iCloud Drive, Contacts and 11

Gmail
Mail, Contacts, Calendars

dtaenzer@vioxio.com
Mail, Contacts

Add Account

Fetch New Data 15 min

This this case, | have several accounts but we are interested in the Gmail
account, so we click on that:
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al VZW Wi-Fi 2 5:07 PM < @ 100% [2)

< Accounts Gmail

GMAIL

Account dtaenzer@gmail.com

) Mai " @
. Contacts ()
L@,

Notes

Delete Account

Make sure the switch next to Calendars is green. If not, click on it to make
it green.

You then click the “< Accounts” in blue at the top to go back.
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This Calendar setting has lots of options. Scroll down until you see the

“Default Calendar” line and click on that one:

{ Settings Calendar

Time Zone Override Off
Alternate Calendars Off
Week Numbers

Show Invitee Declines O
Sync All Events
Default Alert Times

Start Week On \
Default Calendar Dave Taenzer

Delegate Calendars

Location Suggestions O

o VZW Wi-Fi 2 5:07 PM < @ 100% [#2)
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That lets you set the calendar that new events will be created in, so make
sure your Gmail calendar is checked. If not, click next to your standard
Gmail calendar to make it checked. By default, an iCloud calendar is
normally checked but you change this:

o VZW Wi-Fi = 5:07 PM 7 @ 100% [#42)

{ Back Default Calendar

New events created outside of a specific
calendar will default to this calendar.

GMAIL

ptaenzer622@gmail.com
Shared by ptaenzer622@gmail.com

Lynn Kuhn
Shared by lynn.kuhn@gmail.com

Dave Taenzer v

TEST
Shared by TEST

ICLOUD

Work

Family
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In this case, | have several calendars in Gmail, so | choose my personal
calendar, called “Dave Taenzer”.

A similar approach is used on the iPad or Android phone. Make sure your
Gmail account is visible in your calendar app and that it is selected as the

default calendar for new events.

If you want to use a different app on your device, simply go to the settings
for that app and change the account settings to use your Google Calendar.

If you want to only use your Google calendar, make sure the calendar
switch is off for your other accounts, e.g. iCloud.
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Conclusion

Google Calendar is a very easy to use and useful application that lets you
have a shared calendar across all your devices. It also makes it very easy
to create events that repeat and also lets you store locations like Zoom web
links that make it a great tool for saving Zoom events.
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