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The new Calendar function of Global Tasks helps you keep your calendars and tasks synchronised.

To get started with the Calendar function, you will need to link your calendar.
To do this, open Global Tasks and click on the Calendar tab.
Then, click on + Connect your calendar

Once you have provided permission, your calendar will be synced with Global Tasks.

Adding tasks

By pressing the Tasks button, you will see a side bar pop out showing the tasks you have on your Overview
page.
You will be able to drag these from the side bar into your calendar.
This will then sync up to your calendar. 



Edit calendar entries

You are also able to click onto items in your calendar to open the Edit window.
This will let you change the name, time and date of the calendar entry.
You can also delete the entry, as well as add new or existing tasks to the entry.

Changing calendar view



You have a Today button which will bring you back to the current day in the calendar.
Next to this is the Day/Week view menu, this will let you toggle between the 2 views.

Changing your visible calendars and colour

In the Calendars menu, you have the option to add new calendars using the + button.
You can also toggle on/off your calendars, as well change the colour of the calendar entries using the 3
dots to access the colour menu.

Importing your Calendars

By pressing on Calendars and using the + button, you will see the options for importing a timetable.
You can import a calendar from a URL or a File.



Import from URL

When importing from a URL, you will need to go to your calendar provider and generate an iCal link. This
can be a public or private link.
Once you have this link, you can paste it into the Calendar URL.
Google
Outlook
Apple

Import from file

To import a calendar from an iCal file, you will need to export your calendar from your calendar provider.
Then, once you have an iCal file, you can upload this to the From File segment.
Google
Outlook
Apple

https://support.google.com/calendar/answer/37648?hl=en#zippy=%252Cget-your-calendar-view-only
https://support.microsoft.com/en-gb/office/share-your-calendar-in-outlook-2fcf4f4f-8d46-4d8b-ae79-5d94549e531b
https://support.apple.com/en-gb/guide/icloud/mm6b1a9479/icloud
https://support.google.com/calendar/answer/37111?hl=en-gb
https://support.microsoft.com/en-gb/office/import-and-export-outlook-email-contacts-and-calendar-92577192-3881-4502-b79d-c3bbada6c8ef
https://support.apple.com/en-gb/guide/calendar/icl1023/mac

