To remove a scheduled
invitation from Google
Calendar

1. Open Google Calendar: Log in to your Google account and proceed to Google Calendar.

2. Locate the Meeting: Find the meeting you want to cancel on your calendar. You can
scroll through your calendar or use the search function if you have a busy schedule.

3. Delete the Event: Click on the meeting to view its details. Look for options like “Edit,”

“Delete,” or “Cancel.” Select the “Delete” or “Cancel” option. Confirm the action, and the

meeting will be removed from your calendar and the calendars of all the guests.

Remember that attendees will automatically receive a notification about the cancellation, so
there’s no need to send a separate message. This helps manage your time better and ensures
everyone’s calendars stay up to date!
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