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

Sign in to Google Calendar with your
Google Account

Ermail:

Password:

Remember me an this
Computer.

Em

| cannot access my account




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

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

Sat, March M
p R

What: |Fundraiser - The Cure Crowd - Pancake Ereakfast

e.d., 7pm Dinner at Pancho's

[ Create Event l edit event_details w
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/. Enter "Where” the event will take place, and any other
important information into the “Description” field

What |Fundraiser - The Cure Crowd - Pancake Breakfast
When |3/21/2008 to |3/21/2008 All day
Repeats: | Does not repeat b
Where First United Methodist Church, Greeneville TH o
Calendar relayforlifeafgreenecounty@am +

Description |g7.00 A - 11:00 AM
5 All-You-Can Eat, coffee, milk or juice

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

« Back to Calendar [ Save Cg [ Cancel ]

What

|Fundraiser - The Cure Crowd - Fa




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

Added Fundraiser - The Cure Crowd - Pancake Breakfast on Sat Mar 21, 2009.

March 2009 Rsfresh &Hprnt Day Week Month 4 Days Agenda
Sun hlon Tue Wil Th Fri Sat
Mar 1 2 3 4 5 & 7
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£:30p Relay Rally
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r - The Cure C
22 23 24 23 26 r 28
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L PR e R BEERPR Fundraiser - Team Unak




To Edit or Delete an Event

1. Click on the event entry

Fundraiser - The Cure C

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

Fundraiser - The Cure Crowd - Pancake
Breakfast

R Sat, March 21

Where: First United Methodist Church {map)
[Delete]

edit event detailss




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”

butt
u On « Back to Calendar | Save | [ Cancel l [ Celete l I
What ‘Fundraiser— The Cure Crowd - Pancake B
When ‘3;21;2909 to |3£21IEDDB =
Repeats: Does not repeat e
Where First United Methodist Church, Greeneville
Calendar relayforlifeofgreenecounty@gn +

Description 0700 A - 12:00 AM|
$5 All-You-Can Eat, coffee, milk or juice

4. You're done!
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