
How to Enter an Event
on the

Relay For Life of Greene County Calendar

1. Go to  www.relayforlife.org\greenetn

2. Under “Calendar” on the left-hand Navigation Bar, click 
on “RFL of Greene County Calendar”

http://www.relayforlife.org/greenetn


3. The calendar displays. To add an event, click on the 
Google Calendar icon in the bottom right of the month 
displayed

4. This will open a new browser window and ask you to 
sign in 



Enter the email address and password, and 
then click “Sign in”. Note: the password is 
case-sensitive for this sign-on.

5. The Google Calendar is displayed. Click on the 
“Month” tab to display a full month



6. Click on the date of the event. A dialog box is displayed.

a. Enter your team’s name and a description of the 
event.

b. Click “edit event details”



7. Enter “Where” the event will take place, and any other 
important information into the “Description” field

8. Check your entry for accuracy, and press the “Save” 
button



9. Your event will now appear on the Relay For Life of 
Greene County Calendar!



To Edit or Delete an Event

1. Click on the event entry

2. A dialog box is displayed. Click on “edit event details”



Note: Events may be deleted from the calendar using this 
same dialog box. Simply click “Delete” to remove the 
event.

3. Make the needed changes, and click the “Save” 
button

4. You’re done!
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