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Calendar step by step 

There are different applications used for online calendars 
and they will all look slightly different. However, they will all 
have the same features. Look at the image below which 
explains some of the common features used. 
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appointment/ 
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the date 
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week or month 
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and add 
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Calendar step by step 

When booking a meeting with someone, you should 
follow these steps: 

1. Open your online calendar. If you are intending to invite other 
people to the meeting, you will need to view their online 
calendar as well as your own. 

2. To add a new event to your calendar, you can do this by 
clicking on the day in your calendar or by clicking the new 
event/meeting button. 

3. A new screen will pop up for you to add all the information 
needed. 
- Begin by adding a title for the meeting. You should then invite 
the people who you would like to be in the meeting by adding 
their email addresses. 
- Choose the date and time for the meeting. 
- You will then need to choose whether it is an online meeting 
or a face -to -face meeting, by either entering the location or 
selecting online meeting. 
- You can also add a message to explain the meeting or add 
any relevant attachments needed for the meeting. 

4. Once you are ready, click the save button and the invite will 
be sent to everyone included in the invitation. 
They will then be prompted to respond by accepting or 
declining the invitation, which you will receive. 

5. The meeting will then appear in your calendar and that of 
anyone else invited. 
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