
MARCH 2023 – NEED HELP REMEMBERING APPOINTMENTS? USE 
YOUR ELECTRONIC CALENDAR 

Every major email service has a calendar that you can use to track your appointments 
and create reminders. Whether you use Gmail, Outlook, AOL, or Yahoo! you can 
easily create an appointment and set a reminder to pop up in advance of your 
appointment. 
  
If you use Gmail, you can access your Calendar by clicking the 9 dots at the top right 
of Gmail, then click on Calendar. 
 
 

 
 
  
Next, click the Create button at the top left of the Calendar and you will have the option 
to create an Event or Task. You will be prompted to Add a title and set a Reminder. 
There’s also an option to make it a recurring event. 
  
The process for the other email services is similar to Gmail’s Calendar. If you have a 
mobile device, and use it to access your email, the Calendar reminders will pop up on 
your phone, tablet or laptop. 
  
If you need help setting up your electronic calendar just click on this link to schedule an 
appointment. 
 


