January 24, 2014 rev May 23, 2015
Zonta District 12 – Google Calendar

https://www.google.com/calendar OR click on “Google Calendar” located at the bottom left of the Zonta District 12 home page
Put in the following email and password: 

Zontadistrict12@gmail.com

allnewday12

click Create (on left)

Fill in “Untitled event”

Avoid spaces, use key words, keep it concise and simple…

Set Date

Set times (beginning and end times seem to be required – check time zone setting)

If conference or Area meeting, check “All day”

Where

Description

SAVE when finished.  Button located at the top left side of page
You can return to list at anytime by selecting the back arrow on upper left but save your changes first unless you want to discard.

You may make changes by selecting event from list showing all events and clicking on the event. Then make needed changes
After making an entry or change, view on D12 website. You may want to contact requestor to see if the listing looks correct.

To sign out click on the circle at top right corner and select “Sign out.”  

