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Skills to Master:  

​ Learn how to create an event.  

​Learn how to duplicate, publish, and print calendar events.  

​Learn how to create an event from a Gmail message.  

​Customize your working hours and location.  

 

 

Notes:  

 

 

 

 

 

 

 

 

 

 

 

 

 

Katie Maddox - Certified Google Education Trainer 

kpm.gctrainer@gmail.com 

https://support.google.com/calendar#topic=10509740
https://support.google.com/calendar/answer/72143?hl=en&ref_topic=10510646#zippy=
https://support.google.com/a/users/answer/9290350
https://support.google.com/calendar/answer/72143?hl=en&ref_topic=10510646#zippy=%2Ccreate-an-event-from-a-gmail-message
https://support.google.com/calendar/answer/7638168?hl=en&ref_topic=10510243
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