N2N VOLUNTEER CALENDAR INSTRUCTIONS

Google

(A) On the google page click on the nine dots icon
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(B) Click on the Calendar Icon

haose an account

(C) Click on “Add Account” if you do not see the “Volunteers@n2npendleton.org” account
on your profile. Otherwise go to “(E)”.
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One account. All of Google.

(D) Enter volunteers@n2npendleton.org and click on “Next”
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(F)-1. Click on the “month” tab if the whole month is not displayed. 2. Click on the date on
which you want to volunteer. The Event box will pop up. 3. Enter a dash, the end time of
your shift and your name (e.g., “-9 Joe Schmuckatella”). Then Click on “Edit Event”.
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(G)-Uncheck the “All Day” check box by clicking in it
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Event details
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By defaut this event wil folow the sharing 3ettings of his calendar: event detalls il be visible to-anyone who
can see delais of other events in his calendar. Learn mor

(H)-Enter your beginning and end times, then 2. click “Save”
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(1)-You are now scheduled!



