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How to Update 
this Calendar
Edit the school name, logo and 
address at the top of the page.
Fill out the Important Dates chart on the right with your school’s specific dates. We have pre-loaded some 
example categories. Please change or delete as necessary.
Change the colors on the calendar to match the dates on the right, using the key at the bottom as a guide. Use the Format Painter tool to copy formatting from one date block and apply it to another. 
Format Painter
Click on a block at the bottom that is the color you need.
Select Format Painter on the upper left under Home. Your cursor will change to a 
paintbrush.
Put your cursor on the date 
you need to change and click to apply the formatting. 
All color blocks should 
correspond to a date on the right hand side. (see example month below).

	Important Dates
	

	Independence Day  School’s Closed
	July 3, 2020

	First Day of School
	August 31, 2020

	Labor Day—School’s Closed
	September 7, 2020

	Professional Development Day—School’s Closed
	November 11, 2020

	Thanksgiving Holiday— School’s Closed
	November 26-27, 2020

	Christmas Day—School’s Closed
	December 25, 2020

	New Year’s Day—School’s Closed
	January 1, 2021

	Professional Development Day—School’s Closed
	February 15, 2021

	Memorial Day—School’s Closed
	May 31, 2021

	Preschool Graduation
	June 10, 2021



