Calendar

Overview
Keep track of your busy schedule and share it with others using Calendar. Add events for your meetings, appointments, and activities, and set event alerts and receive notifications.

Mac Basics: Calendar keeps your appointments - Apple Support

Multiple Calendars
Create as many calendars as you want for different kinds of events. Each one is color-coded to make it easy to see. Turn calendars on or off to focus.

Choose File > New Calendar, then choose an account for the calendar. Name the calendar, then press Return. To add an account, Choose Calendar > Add Account, select the account type, then follow the onscreen instructions.

Use iCloud calendar subscriptions - Apple Support

To delete a calendar, Click the calendar’s name in the calendar list. Choose Edit > Delete.

The Holidays calendar shows national holidays based on your computer’s region.

The Birthdays calendar shows birthdays from the Contacts app.

If you have a calendar account, such as iCloud or Microsoft Exchange, you can share a calendar privately with other people who have the same kind of account. You can always subscribe to a public calendar that someone published on the Internet, such as a moon calendar or an academic calendar.

Viewing Calendars
Choose View > Show Calendar List.

Show or hide a calendar’s events: Select or deselect the calendar’s checkbox in the Calendar list.

Switch between Day, Week, Month, and Year views.

Adding Events
	In Day or Week view, drag from the event’s start time to its end time, then enter a title and other event details in the event window. You can also double-click at a time or in the All-Day section at the top, then fill in the event window.


	In Month view, double-click a day, then enter a name and duration in the title field, such as “Dinner at 6-7.” As you type, a suggestion appears with the name and duration split into separate fields. Select the suggestion to use it, or press Esc to ignore it.


	Click the Add button (To create the event in a calendar other than the default, click and hold the Add button), then describe your event. For example, enter “Party Feb 6,” “Soccer Game on Saturday from 11am-1pm,” “Breakfast with Jon,” or “Vacation in Bahamas Mon-Fri.”


	Siri can quickly add an event,. “Set up a meeting with Erin at 10”


Event details from known providers that you receive in other apps, such as Mail, automatically appear in Calendar as suggested events. They’re placed in the Found in Apps calendar which you can show or hide by changing a setting.

As you enter an event name, suggestions based on previously entered events may appear. Choosing a suggestion fills in event details such as location and invitees using the previous event’s details.

You can enter “breakfast” or “morning” to start it at 9 a.m., “lunch” or “noon” to start it at 12 p.m., or “dinner” or “night” to start it at 8 p.m.

When you type the name of a place in the Location field in a new event, Calendar will look it up and let you select it. This will embed the address and a map into your event. You can open the map in the Maps app. This also allows Calendar to automatically send you a notification before an event giving you the estimated travel time.

After you create an event, you can invite people to participate—just start typing a name or email addresses. As you type, Calendar offers suggestions from your contacts and Mail messages, and it suggests people you recently invited to an event together. When you’re invited to an event, you can reply in Calendar, or directly from a notification or a Mail message.

Modifying Events
Double-click or force click the event to open it, then make your changes.

If you created the event, you can:

Make events last one or more days
Set up a repeating event
Add locations and travel info
Set event alerts and receive notifications
Invite people to events
Add notes, a URL, or files to an event
Move events to another calendar
View a different time zone

Ask Siri. Say something like: “Change my lunch from 12:30 to 1 p.m.”

If you didn’t create the event, you can change your acceptance status. You may also be able to leave a comment for the event organizer or propose a new time.

To change an event’s start or end time, you can drag the top or bottom edge of the event. You can also drag the left or right edge of all-day events.

To change an event’s date or time, drag the event to another day or time. You can also drag the event to the small calendar in the bottom left of the calendar list. To view the calendar list, choose View > Show Calendar List.

Deleting Events
Select the event, then press the Delete key.

Using Siri
Siri can quickly add an event, have a day’s events read to you, find out where or when an event is, and more. Here are some examples of what you can say to Siri:
“Set up a meeting with Erin at 10”
“Do I have a meeting at 10?”
“Where is my next meeting?”
“Read me my schedule for tomorrow”
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