
1. Logon to SJA Google Apps.  A link to this site can be 
found on the Saint Joan of Arc web site.  The link name 
is “SJA Webmail”. 

2. Once you logon you will go directly to the email inbox.  
Your email inbox is setup to route all mail to your 
personal email account (AOL, Yahoo, Hotmail). 

3. In the upper left corner of the page, you will see a link to 
“Calendar”.  This calendar is the calendar which is linked 
to from the Saint Joan of Arc Athletic Association’s 
Coach Calendar page.   

 
 
 



4. Once on the calendar page, events can be easily added.  
5. Click the arrow keys to select the month. 
6. Click the day you want to add an event to. 
7. Click the “edit event details” to modify event name “What” and time “When”. 

 
 



8. In the “edit event details” enter all the details 
a. What – Enter the Name of the event. 
b. When – Enter the date and time of the event.  To select a specific time, uncheck the “All day” check box. 
c. Where – Enter the Location of the event. 
d. Description – Enter a description of the event.  Directions, phone numbers, email addresses, etc. can be entered here to 

aid the calendar subscribers. 


