
Tip 5: Using the OWA Calendar 

• Tip Breakdown 

– Navigating to the OWA Calendar 

– Cycling through Calendar views 

– Creating an event 

– Editing an event 

– Deleting an event 



Tap the OWA 
icon on your 

Home Screen. 

 



Tap the 
dashboard icon 
on the bottom 

left of the 
screen. 

 



Tap the 
Rectangle that 

says “Calendar” 
on the bottom. 

 



By default your 
calendar will 

start in the “Day” 
view. 

 
The date you are 
viewing appears 

in blue on the 
top of the page. 

 
You can change 
the date you are 

viewing by 
tapping a 

different date on 
the top of the 

screen. 

 



Tapping the 
second icon at 
the bottom of 
the screen will 

bring you to the 
“Work Week” 

view.  This view 
displays Monday 

– Friday. 
 

Notice you can 
select different 
work weeks at 
the top of the 

screen, much like 
the “Day” view. 



Tapping the third 
icon at the 

bottom of the 
screen will bring 

you to the 
“Week” view.  

This view 
displays Sunday – 

Saturday. 

 



Tapping the 
fourth icon at the 

bottom of the 
screen will bring 

you to the 
“Month” view.  

This view 
displays the 

entire month. 

 



If you find need 
to return to 

today’s date, 
click the icon on 
the bottom right 

side of the 
screen that looks 

like a calendar 
with an arrow 

above it. 

 



To create a 
calendar event, 

click the blue “+” 
sign on the top 

left of the 
screen. 

 



Fill out the event 
name and 
location by 

tapping on the 
input boxes, and 
typing with the 

on-screen 
keyboard. 

 



You can select a 
start time of the 
event by tapping 

the “Start:” 
dropdown menu, 
and then tapping 
the appropriate 

date. 

 



You can change 
the duration of 

the event by 
tapping the 

“Duration” drop 
down menu and 

tapping the 
appropriate 
length of the 

event. 

 



If you select 
“Custom” as the 
event duration, a 
new set of drop 

down menus will 
appear allowing 
you to specify 

the end time of 
the event. 

 



When you are 
finished inputting 

your event’s 
information, tap 
the first icon on 

the top right that 
looks like a small 

floppy disk. 

 



To edit or delete 
an event, tap it 

on your calendar.  
Hit the pencil 

icon to edit the 
event, or the 

trash can icon to 
delete it. 

 



Questions or Comments? 
• IT Staff Contact: 

• Brandon Dyer – User Support 
– (802)828 – 0291 

– bdyer@leg.state.vt.us 

 

• Al Coccagna – Systems/User Support 
– (802)828 – 3085 

– acoccagna@leg.state.vt.us 

 

• We highly encourage the submission of 
EHelpDesk tickets 

• Email: eHelpDesk@leg.state.vt.us 
 

 

 


