
Online Calendars.  Part two – setting a date. 

 

Last month we looked at using a calendar – either online with someone like 

Google, or with an inbuilt programme or app already on your computer or 

tablet. 

 

To set an appointment, just click on the square of the date you want to set – 

in this example, Thursday, 1
st
 August.  Type the title in the What box.  You can 

simply click Create event and your event will be set, but we usually need to be 

more specific about how we want our appointment to work.  So instead click 

the Edit Event link to set how you want this Event to operate. 

If this is going to last for more than one day, you can click in the second box 

below your title, which will give you a calendar, for you to click on the end date 

– maybe a week’s holiday, perhaps? 

Underneath that is the All Day box, which will usually be ticked by default.  So 

if you want to set a specific time, click on top of the tick and click on the time 

you want.   It only offers half hour slots, but you can click on top of the time in 

the box and delete the 00 and type in 15, for example, for a 9.15 appointment.  

If it’s an appointment you wish to repeat, such as a birthday, click in the Repeat 

box and click your various options for how you want it to work.  For birthdays, 

it would obviously be Yearly; every 1 year; Never Ending; Annually on the 

date you wanted.  For a reminder to pick up the Mendip Times, it would, of 

course, be monthly!!   And don’t forget to click Done and Save. 

In the next issue, we’ll look at other options, including setting a reminder. 
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