Google Calendar Instructions
How to set up a Google Calendar

1. Get a Google Account

2. Go to My Account (top right of Google screen) 

3. Click on Calendar
4. Create new calendar by completing form

5. You may want to create 2 calendars if you want separate internal and external events

Add an Event
1. Click on Create an Event
2. Fill in Details 
Post Your Calendar on Your Web Site
1. Go to Settings

2. Check out Calendar Details
3. Grab the code from “Embed this Calendar”

4. Paste that into the code of your web site

Add another Calendar to Yours

1. Click the + Google Calendar on the other calendar
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Choose to add calendar(s)

3. You can only add public calendars

4. Address for Northern Community Internet: http://www.grandrapidscommunityinternet.org/calendar/ 

Add another Calendar to Yours - Plan B
1. Go to Calendar Settings

2. Look at Other Calendars

3. Choose Add

a. Add public calendar from list

b. Add friend’s calendar with email address

c. Add calendar with iCal address (need to get from Calendar details)

d. Import files from your computer 
Add your Calendar to Northern Community Internet

1. Go to: http://www.grandrapidscommunityinternet.org/calendar/
2. Follow instructions
