
Calendars	and	Reminders©	
Presentation	by	Nonnie	Markeset	

June	19,	2017	
	

	
Calendars 

 
First things first: 

Make sure you are signed into your iCloud account on all devices with the same Apple ID and 
password and Calendars and Reminders are checked in each. 
 

How to begin 
Decide on the type of calendars you want to set up 
 

Types of Calendars: 
1. Regular. 

a. Work, home, appointments, kids, etc. 
2. Shared Calendars.  

a. Social engagements to share with a spouse 
b. Work appointments and functions to share with colleagues 

3. Subscribed to Calendars. 
Calendars from websites like Facebook, Google Calendars, Holidays that you want to 
show in your Calendar. 

 
How to set up each type: 
 
To set up a regular calendar 

1. Select any Calendar under iCloud 
2. From the File Menu, click on New Calendar 
3. Name the calendar then select Get Info from the Edit Menu 
4. Select the color, change the name and give it a description 
5. Click OK 

 
To set up a shared calendar 

1. Create your regular calendar as above 
2. Hover your cursor over the calendar name to see the broadcast image to the right 
3. Click on it 
4. Enter the name and email address of the person with whom you want to share the calendar 
5. Determine whether you want others to subscribe to this calendar 
6. Click Done. 
7. An email will be sent to the invitee to accept.  Once they do, that calendar will appear in their 

calendar list and the broadcast icon will appear next to the calendar name in your calendar list. 
8. Any event you add to that calendar will appear also on that person’s calendar and they will also 

receive a notification . 
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To subscribe to a calendar 

1. From the file Menu, chose “New Calendar Subscription” 
2. Enter the URL if you have it and click done. 

For Mexican Holidays 
http://www.officeholidays.com/ics/ics_country_iso.php?tbl_country=MX  
 

a.  
 

3. For Facebook and other Websites 
In System Preferences, choose Internet Accounts. 
Click the + to add an account 
Choose Facebook 
Sign in with your email address and password for Facebook 
Check the Calendar box. (And any others you want to sync) 
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Review	your	Calendar	Preferences	
• Choose	your	“Default”	Calendar	
• Set	your	“Alerts”	
• Decide	whether	you	want	¨Turn	on	Time	Zone	Support”	on	or	off.	

o If	you	turn	it	on	you	will	have	the	option	to	chose	the	time	zone	for	an	event.	
o Here	is	the	best	explanation	for	time	zone	support	I	have	seen.		It	is	taken	

from	the	Apple	site.	
	

iCloud: Change your calendar’s time zone 
The default time zone for your calendars (and their events) is the time zone you set when you set up your 
iCloud account. However, by turning on time zone support, you can create events and view calendars in 
time zones other than your default time zone. If you’re in the Pacific time zone (Pacific daylight time), but 
you wish to create or view events for the eastern time zone (eastern standard time), time zone support lets 
you do so. 
If time zone support is on, your calendar doesn’t update if you move between time zones. For example, if 
you have a meeting at 10 a.m. Pacific time in California, and you fly to New York, that meeting still 
appears at 10 a.m. in iCloud Calendar. 

If time zone support is off, your calendar moves as you move; that is, the time zone settings update as 
you change time zones. For example, if you have a meeting at 10 a.m. Pacific time in California and fly to 
New York, your calendar items are shown in local (eastern) time. So your meeting at 10 a.m. Pacific time 
shows up at 1 p.m. eastern time. 

Note:   If you turned on iCloud Calendar on your devices, changes you make to the time zone for an event 
appear on every device. However, time zone support needs to be turned on individually for each device. 
Therefore, if your computer and iPhone, for example, don’t have the same time zone support setting, the 
events may show up at different times on these devices. 
	

Creating	Events	

1. Click	on	the	+	in	the	upper	left	hand	corner	of	the	calendar	
2. Double	click	on	the	day/time	in	the	calendar	
3. Filling	out	the	details	

All	Day	or	specific	time	
Location	
Whether	the	event	repeats	
Alerts	
Notes	and	URLs	
Mapping	
	

Creating	an	event	from	an	email	
When	an	email	contains	information	with	date,	time,	location,	it	will	be	underlined.			
If	you	click	on	it,	it	will	give	you	the	option	to	add	it	to	an	event	or	create	a	new	event	from	
the	information.	
This	feature	is	available	on	your	Mac	and	on	your	iDevices.	
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Why	are	you	seeing	Birthdays	of	Facebook	friends	

1.	You	have	Facebook	added	as	an	account	under	System	Preferences,	Internet	Accounts.	
2.	In	System	Preferences,	Internet	Accounts	under	Facebook	you	have	“Contacts”	selected	
—	it	is	“contacts”	not	Calendars	you	need	to	worry	about	since	the	birthdays	are	contact	
birthdays,	not	calendar	events.	
3.	You	have	the	Birthdays	calendar	turned	on	in	the	Calendar	app.	

So	to	get	rid	of	them,	all	you	need	to	do	is	turn	off	“Contacts”	under	Facebook	in	System	
Preferences,	Internet	Accounts.	
Unfortunately,	this	means	you	won’t	see	Facebook	contacts	in	the	Contacts	app.		But	for	most	
people	this	isn’t	a	problem	as	you	can	still	access	your	“friends”	information	via	Facebook.	
	

Notes	

1. On	your	iDevices	in	Settings-Calendars	make	sure	“Sync”	is	set	to	“All	Events”	
2. Move a calendar from “on your Mac” to iCloud so that it will appear on all your devices. 

In the Calendar list click on the Calendar.  Go to Edit and select “Get Info”. Change location 
from “on My Mac” to iCloud. 

	

	

Reminders	

Reminders	differ	from	Calendars	in	that	you	can	use	them	to	make	lists.	

You	can	set	dates,	repeats	and	notifications	just	as	in	Calendars.	

You	can	set	up	shared	reminders	just	like	shared	calendars	

When	you	set	a	time	for	a	reminder	it	will	show	not	only	in	the	list	in	which	it	was	created	but	also	
in	the	scheduled	section	as	well.	

	



	
This	information	is	taken	from	the	Apple	Support	Website.		Copied	by	permission	from	

Apple	Support.	
	

Breaking	News!!!	

As	of	June	15,	app	specific	passwords	will	be	required	for	non	Apple	
apps	associated	with	your	Apple	ID.	

Using	app-specific	passwords	

App-specific	passwords	allow	you	to	sign	in	to	your	account	securely	when	you	use	third-
party	apps	with	your	Apple	ID.	

App-specific	passwords	are	single-use	passwords	for	your	Apple	ID	that	let	you	sign	in	to	
your	account	and	securely	access	the	information	you	store	in	iCloud	from	a	third-party	
app.	For	example,	use	app-specific	passwords	with	Microsoft	Outlook,	Mozilla	Thunderbird,	
or	other	mail,	contacts,	and	calendar	services	not	provided	by	Apple.	App-specific	
passwords	maintain	a	high	level	of	security	and	help	ensure	your	Apple	ID	password	won’t	
be	collected	or	stored	by	any	third-party	apps	you	use.	

To	generate	and	use	app-specific	passwords,	your	Apple	ID	must	be	protected	with	two-
factor	authentication.	

If	you	don’t	have	devices	that	can	be	updated	to	iOS	9	or	OS	X	El	Capitan,	you	can’t	set	
up	two-step	verification	and	generate	app-specific	passwords.	

Generate	an	app-specific	password	

1 Sign	in	to	your	Apple	ID	account	page.	

2 In	the	Security	section,	click	Generate	Password	below	App-Specific	Passwords.	

3 Follow	the	steps	on	your	screen.	

After	you	generate	your	app-specific	password,	enter	or	paste	it	into	the	password	field	of	
the	app	as	you	would	normally.	

Manage	app-specific	passwords	

You	can	have	up	to	25	active	app-specific	passwords	at	any	given	time.	If	you	need	to,	you	
can	revoke	passwords	individually	or	all	at	once.	

1 Sign	in	to	your	Apple	ID	account	page.	
2 In	the	Security	section,	click	Edit.	
3 In	the	App	Specific	Passwords	section,	click	View	History.	
4 Click	 	next	to	a	password	you	want	to	delete,	or	Revoke	All.	

After	you	revoke	a	password,	the	app	using	that	password	will	be	signed	out	of	your	
account	until	you	generate	a	new	password	and	sign	in	again.	

Any	time	you	change	or	reset	your	primary	Apple	ID	password,	all	of	your	app-specific	
passwords	are	revoked	automatically	to	protect	the	security	of	your	account.	You'll	need	to	
generate	new	app-specific	passwords	for	any	apps	that	you	want	to	continue	using.	


