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Getting started with Google Calendar
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> create tasks and to-do s
lists to keep yourself - C— I
organized o
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It’s also easy to share your schedule with others and create multiple calendars
that you and your team or family can use together. GC can be accessed from
your computer or mobile devices Online and Offline
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Getting started with Google Calendar

GOUSIL’ Ex scarios H © a

Calendar
Organize your schedule and share events with friends Signin Google E n W

With Google's free online calendar, it's easy to keep track of life’s Email Googlo+  WebSearch  YouTube Maps

important events all in one place
Share your schedule Password G O I( b I l ‘
Let your family and friends see your calendar, and view
Play Store Gmail Drive Calendar

schedules that others have shared with you

Get your calendar on the go m v Stay signed ir =
Access your calendar from your phone using its built-in | & !

cce
calendar or mobile browser Cant access your account? -
Googls Search| | ¥ Feeling Likoky; Translate Wallet Shopping Blogger

Never forget another event
Get event reminders via email o have text messages sent

right to your mobile phone Configure

Learn more about Google Calendar »

If you have a Google Account or Gmail, find Google Calendar App:

> Sign In to your Google Account
> Choose Calendar App from your list of Google Applications
> You can also Sign Up for Google Calendar with email other than

Gmail!
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Sign in Google Calendar from GMAIL

If you are signed in Gmail, find Google Calendar App in Application Menu:

Google
Mail ~

COMPOSE

Inbox (71)
Starred
Important
Sent Mail
Drafts (1)
All Mail
Spam
Trash

Insightly email exa...

More v

Refresh

Insightly (3)
Insightly (2)
Insightly (2)
Insightly
Insightly (4)
Insightly
Insightly
Insightly
Insightly
Insightly (2)
Insightly
Insightly (3)
Insightly (3)
Insightly

More ~

KN e

Insightly import comj B N
Task added to Projec
Note added to Projec +You Search Mail

Task completed - Insi

- . _
Insightly import comj ]
|

Opportunity updated

Contact updated - Ins Drive Calendar Sites
Opportunity updated

Welcome to Insightly a ; =

Task completed - Insi

Insightly import comple S aac
Opportunity tagged -

Opportunity updated More {b

Insightly Task Import con
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Google Calendar: Layout

By default, your Calendar will look like this:
Google En i

= -

You can customize your calendar view by

Day, Week, Month, 4 Days or by Agenda: the Doy |t Weeth | 4Deyn | Agenae

list of planned events and activities by date
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Scheduling Meetings and events

Just click on Create to add an Week 6 Assignment 1)
event to your Calendar: 030202 200m 1o 300pm 10302012 Time zon(@D)

[CJAllday [IRepeat...
Follow these steps:

Event details

1) Add event title;

2) date and time; Where Room 16 ® Add guests
’ Enter email ad

3) Where? Video call Add a Google+ hangout =

4) SeleCt your Calendar (lf you Calendar |Important Class Dates E@ Suests can

Description [ asiggnment 6 must be handed in at 4

have multiple calendars) - will g

be explained further; I
5) add a description Event colour [Z] | [N I I I I 1/ I
6) Click Save

Reminders |Email [v] 30 minutes[¥] *

Pop-up E] 30 minutesE| x
Add a reminder

Show me as Available @ Busy

Privacy  © Default Public Private
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Scheduling Meetings and events

Quick add

There is also a Quick Add option to add

events:

¢Click on the erp down arrow of your

Create button ¥
*Type the title of the event + date (on

Wednesday 28.06.2018), + place (e.g. at

Example street 123) and Google will
recognize your request.

*By adding an email address of people

who should join you, Google will also
send invitations to their email
addresses, e.g. with you@gmail.com

Calendar 2[5 16 — 22 Jul 2012

Quick Add

Calendar Tips meeh:.? at Office at S5pm with

hello@gappstips. co Add

16/17 18 19 20 27 22
2324 2526 27T 28 9

30 31

Google will recognize your request and add an event according to the details
you have provided! The event will automatically appear in the main area of

your calendar.
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Events from Gmail

Date format: 31/12/2015 [

Time format: 13:00 H

( Events from Gmail: ) Add automatically

Click the settings gear in the top right. = .
Select Settings.

Find the Events from Gmail section (stay in the
"General" tab).

= Uncheck Add automatically.

Vil
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Adding Attachments to Calendars

Where Enter a location

Video call Add video call

Calendar | Thesis review A

Created by -

Description

Click here to add attachments from
your Google Drive or upload them

from your computer.
Attachmenf{ Add attachment

Eventcolor [] I W B ]

Reminders No reminders set
Add a reminder

Attach an Image or File to your Calendar or Event in order to share some data with
others

Malteser Hilfsdienst e.V - Diozese Miinchen-Freising — Malteser Mentoring — www.malteser-jobmentoring-muenchen.de



Invite people

If your event or activity involves other people, you can invite people to your
events. They will receive an invitation to their email:
- Click on the event and choose Edit event option

- Add email(s) of our guest(s)
- Click Save

Google
- m Discard changes Dolote More Actions

My Awesome Halloween Party
10/31/2014 7:00pm to 8:00pm 10/31/2014  Time zone
All day Repeat..

Event details Find a time

Where My House
Video call Add video call
Calendar | Richard Byrne

Description  \wear your best costume and win a prize.
Dogs are welcome!

Attachment Add attachment

Eventcolor [Z] M | | ] |
Reminders | Pop-up :| 10| minutes : | X

Add a reminder

=N Y A-Y |

Add guests via email.

guest@guost oovvi

./

Clickthe § icons below to mark as optional.

Guests () Email guests
Yes: 0, Mayde: 0, No: 0, Awaiting: 0

L Richard Byrne X
2L max@freetechdteachers.com * x

* Calendar cannot be shown. Why?
Suggested times

Guests can
_| modify event
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RSVP to an event in Google Calendar & Email

via CALENDAR via GMAIL

Invitation: Power Lunch with TEXAS BBQ! @ Sat Jan 25, 2014 (lori@howt = B
ogeek.com) Inbox  x
Matthew Klein via google com @ Jan 3 (5 days ago) - ox;
to me ~
i () Yes + ;
Going? L guests Add a [ sn | Power Lunch with TEXAS BBQ! Agenda
l:_:l Mﬂybe note 25 From Google Calenda. Sat Jan 25, 2014
(O Ne sot g When  SatJan 25, 2014 (UTC) No earlier
Vhere  The Great Nation of Texas! All day Power Lunch
. with TEXAS
Matthew Klein BBl
Yes h Maybe No
Calendar @ .com ) :
Power Lunch with TEXAS BBQ! more details »
Who T When Sat Jan 25, 2014
The Great Nation of Texas! (map)
More details » Calendar lori@howt k com
Who = Matthew Klein - organizer
« Lori Kaufman
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Reminders of your events and activities
Option 1

Choose how you want to be reminded: via email or as pop up and how
many hours/days/weeks before the event you want to be reminded

. L Discard
By adding or
Changlng reminders Massive and important
in thlS Way (by 110/2014  8:00am  to 9:00am Time 2008

All day Repeat...

Save the calendar event
after adding reminders.

editing individual
events), changes will
apply only to this vere, [Bchod

Event details Find a time

Enter email addresses Add
‘ Video call Add video call
event' If you Want tO Calendar [ Richard Byrne 2 Gussts can
receive reminders to  vescrption oy evet

The massive and important project for Mr. Byrne's class is due.
! impo proj By # invite others

all events in a specific @ seo guestlist
way and time, you  acewment s atacrmen
should change your ...cor m1m EEEEE

Default Settings. Reminders (Emai %) 1 (hours %) *

(Email_3) 1(days %) >

Add a reminder
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Reminders of your events and activities

Option 2

You can also change your
Default Notifications
settings:

=> Go to the Calendar
settings by clicking on a gear
button in the right corner

-> Find Notifications
Settings

=> Choose the
prefered
options from
the list menu:
-> Click SAVE.

Calendar-Settings
Genera Mobille Setup Labs

« Back to calendar

My Calendars Calendars | can view and modify

CALENDAR SHOWIN LIST NOTIFICATIONS SHARING
all none
= carotids carotids v Share this
calendar
= Tasks v
Event
reminders: By default remind me vie v Email 10 | minutes : | before each event rmmove
Unless SMS 30 | minutes * | before each event remova
otherwise Pop-up
specified — O
by the
ingdividual
event.
Choose
o Email SMS
‘t?;‘o” like  New events: 4
Receive a notification when someone sends you an invitation to an event.
notified: : 4
Changed events: 4
Receive a notification when someone sends an update about a changed event.
Canceled events: ~
Receive a notification when someone sends an update about a cancelied event.
Event responses: 4

Receive a notification when guests respond 10 an eventfor which you can see the guestlist.

Daily agenda:
Receive an email with your agenda every day at 5am in your currenttime zone.
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Exercise: Google Calendar

> Sign in your Google account or Gmail and Go to Google
Calendar from your Apps Menu

> Choose the prefered Calendar View

= Create an event for the next computer course and Save the
event

= Edit the event by adding a reminder: pop-up reminder, 1 day

before the event - Save the changes

Invite your trainer to the event.

Delete this event and then Restore it from the Trash

vl
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Creating Multiple Calendars

Calendar

~ April 2014
SMTWTFSs
3031 1 2 3[4]s
67 8 91011 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 1

456789

To create a new calendar:

Click the Down arrow next to My
calendars and select Create new
calendar.

Name the calendar, enter your timezone,
and add a description so your team
knows the purpose of this calendar.
Click Create calendar.

2 3

10

» My calendars

» Other calendars

Create New Calendar

Name your calendar

Calendar Details
« Back to calendar | Create Calendar | | Cancel
Calendar Name:
Organization: Educational Technology and Mabile Leaming

Type in a short description of your
D 4__ calendar
Location:

£, r
N 77/

” €7y
Sun3i30 Men 331 S
GMT-04
Click on the drop-down menu and select
! "create new calendar”
2am

BSam

Create new calendar

Settings

8am

.. "San Francisco™ or "New York” or "USA." Specifying a general location will help people find events on your calendar (if if's public)

Calendar Time Zone:

Pleass first select a country to select the right set of
time zones. To see all time zones, check the box
instead

Country: | Canada

Now selecta ime zone:  (GMT-04:00) Atlantic Time - Halifay

select a time
: (choose a difierent fme zones) | Zone to display
" isplay all sme zones
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Sharing Calendars with others

@ < > May2014

You can also share your Google

calendar using Google Calendr
Calendar Settings and also Lol
define how much LR

45678 910
[11]12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

information about your
appointments or events
others can see:

Ms. N's Class

Tasks

@Click the Down arrow W
next to your calendar name.
you’d like to share. Find and
Click on Calendar Settings.

~ Other calendars
Holidays in United St
KING CITY ARTS MA

Staff KCAM Calender

Student Success Tea

Go to Share this Calendar in the
top tab of the page. By making your
calendar Public, you agree that
everyone in public Google Search can
view your calendar.

~ My calendars ) /
Lisa Nowakowski  []

Oy 6177

“6’]4 2( S

Sun Mon

May 1
Nowakowskiang Rurstey
Locate the calendar you wish to share.
Hover over the name of the calendar.
¢ Click on the arrow.
Choose ‘Share this Calendar’.
Display only this Calendar
Calendar settings 13 14 15
Create event on this calendar
Share this Calendar
Reminders and notifications
EEEE
| 20 21 22
u [MowakowsicanaPursiey _|[[OpeR
1

Choose custom color

Plan Details

Share this Calendar dit notifications Trash

« Back ty calendar| Save || Cancel |

d Make this calendar public Learn more
This calendar will appear in public Google search results.

Share only my free/busy information (Hide details)
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@By making your calendar Public, you agree that everyone 1@yb ?Google
Search can view your calendar.
Or you can share it with specific people only. Add the person’s email ad@ég;.z(
into the corresponding field (see the picture below) Y
Find Permissions Settings and choose one of the 4 options: depending on
who you are sharing your calendar with, you can choose how much of the
information in your calendar a person can see.

a Click Add Person

a Click Save
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Martin Trautschold Details
Calendar Details Share this Calendar Edit notifications Trash

« Back to calendar Save | Cancel

Make this calendar public Learn more
This calendar will appear in public Google search results

Share only my free/busy information (Hide details)

Share with specific people
Person @ Permission Settings Learn more Remove

plugin-1800notify @plugin-1800notify.i |Make changes to events i | Add Person
Make changes AND manage sharing
Make changes to events

mtrautschold1@gmail.com

See all event details

Tip: Sharing with coworkers? See only free/busy (hide details)
Companies can move to Google Calendar to mare snannyg easiei. Learm now 6

« Back to calendar Sakaancel

17




Viewing other people’s calendar

You can request for a permission from @ armaays

Drew DuPont

them to View other people’s calendars: oueen N ’ N
@Under Other calendars, start typing . . .
4 1 Danny
thg pe,rson S name, or address in the Add a = i
friend’s/coworker’s calendar box. L

Select the person from the list:

If the person has shared their calendar, it
appears in your Other calendars list. That
person's events also appear on your
calendar.

If the person hasn’t shared
their calendar or doesn’t use i e
|
Google Calendar, you can send ok /7> :
a request and ask for a
permission to view their

Calendar. =50
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Viewing other people’s calendar

Add a friend's calendar

@Click on the Down Arrow next to

Contact Email:

Other calendars and select the Add a
friend’s/coworker’s calendar option. A
dialog box will appear.

Fill out your request form and click
Send Request.

You can stop sharing your calendar
with a person or people at any time by
Removing that person or people from
the sharing list. Use your Calendar
Settings to achieve it (instead of adding
person, click on the bin button next to
the person’s email address):
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Request
Access:

N\

e @gmail.com | | Add

J
Enter the email address of another person to view their
calendar. Not all of your contacts will have calendar
information that is shared with you, but you can invite them to
create a Google Calendar account, or share their calendar with
you

You do not have access to ahmd.nabeel@gmail.com'’s
calendar

Type in a brief message to request access to this calendar.

I've been using Google Calendar to organize my
schedule, find interesting events, and share my
schedule with friends and family members. I'd like to be
able to view your calendar to make scheduling things
together even easier.

Send Request

5 gle search results
ion (Hide details)

Har || Cancel

Permission Settings Learn more Remove
Make changes to events v | | Add Person
Make changes AND manage sharing

Make changes to events M o

ndar to make sharing easier. Learn how
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