
Lesson Planning Using Built-In 
Computer Calendars

Mary Creek
Will County School District 92

Library Media Specialist
Ludwig School

mcreek@d92.org

Set up calendar GROUPS for 
each school year.

Set up calendars for each 
subject or each period.

Each Calendar can be 
a different color. This is where 
you can set up “repeating” events so 
you only need to do this step once in a 
school year.
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You can make “custom” repeating events. For example, 
perhaps you have one class or one subject only on 
Tuesdays and Thursdays. 
Open the CUSTOM feature, 
change the frequency, and 
check the days of the week on 
which this event occurs.

Many calendars allow you to attach files and web 
addresses directly to the 
event. This lets teachers keep 
track of files such as websites 
needed for class, PowerPoint 
files, documents, etc.

Put your actual lesson plans 
under the “NOTES” feature.
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Weekly lesson 
plans look like 
this. You see 
your subjects 
and basic topics 
for each subject/
class period at a 
glance.

To see the dayʼs 
plans, click on the 
subject or period, 
then hit “edit” to 
open the day.
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Daily lesson plans print out beautifully! Youʼll see your 
schedule on one side and detailed plans on the other. 

Save time! Write entire UNITS of lesson plans using a 
word processing program. Then, just CUT and PASTE 
lessons into your calendarʼs notes section. Your plans 
look professional and you are looking at “the big 
picture” when you plan by the unit, rather than by the 
day.

creek     Wednesday, November 11, 2009 5:07:40 PM CT


