
Windows 10
Calendars, Reminders & Sticky Notes (Week 5)

Calendars
Windows comes with a Calendar app to enable you to manage your schedule. To create 
an event such as an appointment or meeting, or an all-day event such as a conference 
or trip, you select the date when the event occurs. Calendar lets you change the 
calendar view to suit your needs. For example, you can show just a single day’s worth 
of events if you want to concentrate on that day’s activities. Similarly, you can view a 
week’s or a month’s worth of events if you want to get a larger sense of what your 
overall schedule looks like.

View Events by Month
1. On the Start screen, click Calendar
2. Click Month
3. Move the mouse and click            to navigate the months.

Note: On a touchscreen PC, you navigate the weeks by swiping left and right on the 
screen.
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View Events by Week

1. Click Week
A. To see just Monday through Friday, click Work week instead.

Your events for the week appear.
2.   Move the mouse and then click < and > to navigate the weeks

Note: On a touchscreen PC, you navigate the weeks by swiping left and right on the 
screen.
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View Events by Day

1. Click Day. The events for a single day appear.
2. Move the mouse and then click < and > to navigate the days.

View Today’s Events

1. Click Today. Calendar 
navigates the current view 
to include today’s date.
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Add an Event to Your Calendar

You can help organize your life by using the Calendar app to record your upcoming 
events — such as appointments, meetings, phone calls, and dates — on the date and 
time that they are scheduled to occur. If the event has a set time and duration — for 
example, a meeting or a lunch date — you add the event directly to the calendar as a 
regular appointment. If the event has no set time — for example, a birthday, 
anniversary, or multiple-day event such as a sales meeting or vacation — you can 
create an all-day event.

1. In the Calendar app, navigate to the date when the event occurs.
2. Click the time when the event starts.
Note: If you are currently in Month view, click the day the event occurs.
3. type a name for the event.
4.  Type the event location.
5.  Click More details. 
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More Details

Calendar displays the event details screen.

6.  If the start date and/or time is   
     incorrect, use the Start controls to   
     select the correct start time.
7.  If the end date and/or time is 
     incorrect, use the End controls to 
     select the correct end  
     time.

8.  Use the large text area to    
     type notes related to the     
     event.
9.  Click Save & Close

All-Day Event
Any activity that has no set time or that 
takes up one or more entire days is called 
an all-day event. Examples include 
birthdays, anniversaries, conferences and 
vacations. To specify such an event, follow 
steps 1 to 4 to start a new event, click All 
day (check box), and then click Done. The 
all-day event appears as a banner at the 
top of the date when you are in Day or 
Week view.
Create a Recurring Event
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1. Follow the steps in the 
previous section “Add 
an Event to Your 
Calendar” to create an 
event.

2. Click Repeat.
3. Click the repeat 

interval that you want 
to use.

A.   You can choose a 
       specific day of the      
       week for the    
      recurring event.
4.   If needed, use the   
      End calendar control 
      to select the last 
      recurrence. 
5.   Click Save & Close.

Note: To edit a recurring event, right-click it and then click either Edit occurrence to edit 
just that occurrence or Edit series to edit every occurrence.

Wk 5: Calendars & Reminders Windows 10 Page �  of �6 11



Reminders
A reminder is a notification message that Windows displays at a specified time before 
the event occurs. By default, Calendar adds a 15-minute reminder to each event, but 
you can change that to a more suitable interval.

Add an Event Reminder

1. Follow the steps in “Add an Event”
2. Click Reminder.

3.   Choose the length of time before the event that you want the reminder to appear.
4.   Click Save & Close.
      Calendar saves the event and reminds you at the time you select.
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Customize Your Calendar

1. Click Settings
2. Click Calendar Settings
3. Change settings you’d like then click outside the settings pane to close and save.
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Add Account to Calendar

Calendar can sync with your online accounts, like Google Calendar, Outlook, or iCloud. 
Calendar and Mail apps are linked, so if you’ve already set up an account in Mail, it will 
show up in Calendar as well. If not, you can add it manually in the Calendar app.

1. To add an account to the Calendar app, point your mouse to the lower-left of the 

screen and click the “Settings” cog. 

2. Click “Manage Accounts then + Add account.”
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The “Choose an Account” 
window appears. Just like Mail 
app, it’s equipped with all kinds 
of popular calendar services. 
Choose the type of account you 
want and follow the on-screen 
instructions.


If you don’t want to see 
calendars from a particular 
account, then you can switch 
them off. Point your mouse to 
the lower-left of the screen and 
click “Settings.” Select the 
account listed in the “Manage 
Accounts” pane that you wish to 
limit and click “Change mailbox 
sync settings.”
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Sticky Notes
How to open, add and move

1. Open the Sticky Notes app. You can either use Cortana and type "Sticky Notes" into 
the search box or choose All Apps from the Start menu and scroll down to “Windows 
Accessories”. 

2. When you first start the Sticky Notes app it will open a yellow square that resembles 
a post it note. 

3. Click inside the sticky note and begin typing your note. 
4. To add a new note either click the + in the top left corner or use the shortcut Ctrl + N.
5. Just like real notes, you can move Sticky Notes anywhere. Click on the darker strip 

at the top of the note and drag it to any location on your screen.

How to Customize
By default sticky notes are yellow. To change color, right click on a note and choose the 
new color.

When you’re done with a note, you can delete it one of 3 ways:
1. Click the “x” in the upper right corner of the note.
2. Use the keyboard shortcut Ctrl + D.
3. Right click on the note and choose “Delete” from the options.
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Questions?

Please feel free to 
contact us!

781 Northwest Blvd. #101
Columbus, OH 43212
614-233-1648
 
Email: mason@niceguytech.com

mary@niceguytech.com 


