Getting Started With Calendars In Sharepoint
2024

SharePoint calendars are a great way to keep track of your schedule and
collaborate with others. With SharePoint 2024, Microsoft has made it even
easier to use calendars. This article will provide you with a comprehensive
guide on how to get started with using calendars in SharePoint 2024.
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Creating a New Calendar

To create a new calendar, click on the "+" button in the top left corner of the
SharePoint home page. Then, select "Calendar" from the drop-down menu.

On the next page, you will be asked to enter a name for your calendar. You
can also choose to create a personal calendar or a group calendar. A
personal calendar is only visible to you, while a group calendar can be
shared with other members of your team.
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Once you have entered a name for your calendar, click on the "Create"
button.

Adding Events

To add an event to your calendar, click on the "New event" button in the top
left corner of the calendar page.

On the next page, you will be asked to enter the following information:

= Event title

= Start date and time
= End date and time
= Location

= Description

You can also add attendees to your event by clicking on the "Invite
attendees" button.

Once you have entered all of the necessary information, click on the "Save"
button.
Managing Your Schedule

SharePoint calendars provide a number of features to help you manage
your schedule. These features include:

= Day, week, and month views: You can swiich between different views
of your calendar to see your schedule in different ways.



= Color-coding: You can color-code your events to make them easier to
identify.

= Reminders: You can set reminders for your events so that you don't
forget about them.

= Sharing: You can share your calendar with other members of your
team so that they can see your schedule and collaborate with you on
events.

SharePoint calendars are a powerful tool that can help you stay organized
and manage your schedule. With SharePoint 2024, Microsoft has made it
even easier to use calendars. By following the tips in this article, you can
get started with using calendars in SharePoint 2024 and start taking
advantage of all the benefits they have to offer.
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