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NEW GOOGLE CALENDAR 2018

| NEW DISPLAY OPTIONS

Display / Hide Activate the Activate the new display options
the main menu search box (Week/ Year)

Settings Menu
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Settings —> Configure the calendars
Bin —> Manage the removed events
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_'_ NEW OPTIONS FOR MANAGING EVENTS

New possibilities when creating an event :

Add an attachement document : local
file or document from Google Drive

NEW GOOGLE CALENDAR 2018
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Add description

Insert and format a note in the event

Details and options in one clic on the event:

Send an e-mail to
the participants

Delete the
event

Staff Meeting

Print, duplicate,
publish, change the

Wednesday, 15 Movember 2017
10:30 - 12:00 owner

&)

4 guests

LH

& julicane fiers@sciencespo.fr
@ Gnay e leroybeaulisu@aciencespo.fr

ile boutmy@sciencespo. fr

30 ninutes before

View directly all the
participants
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NEW GOOGLE CALENDAR 2018

| CENTRALIZED SETTINGS

< Settings
General -~ Language and region
Language and region
Language -
Time zone English (UK)
World clock Country
. - France N
General Settings General Event settings
View options Time format .
13:00
Lang Events from Gmail
Keyboard shorteuts Time zone
Add calendar ~
D Display secondary time zone
Import & export
Manage and share e . L
br my calendars ( L i
Settings for my calendars e
e

my calendars
Secondary time zone
Mot selected

[ ] Julie-anne

[ ] Birthdays Ask to update my primary time zone to current location

Learn maore about how Google Calendar works across time zones

Settings for other calendars

[ ] Jours fériés en France Waorld clock '

Manage other
calendars

[ ] julieanne fiers@sciencesp... [] Show world clack
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