
Add event to a shared Google Calendar 
 
Add an event 
 

1.​ Click “Calendar” in the “nine dots” on the top right corner 
 

2.​ Choose the day and highlight the timeslot 

 
 

 
3.​ Choose the appropriate calendar, e.g. 1A 

*Make sure to choose the correct one, other else, it may not be able to share with others 
or share with another group of people. 

 



 
4.​ Edit the title and other details, then Save 

 
 

 
5.​ [Split class / combined class] If it is a lesson involving more than one class, such as 1A 

and 1B combined together.  
Click on the created event, then click the “three dots”. 
Choose “Copy to …” for the appropriate calendar.​
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