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Workshop 4 : Online Calender



Getting started with Google Calendar

With Google Calendar, you 
can quickly

➢ schedule meetings and 
events,

➢ get reminders about 
upcoming activities

➢ create tasks and to-do 
lists to keep yourself 
organized

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

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:
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Google Calendar: Layout

By default, your Calendar will look like this:

You can customize your calendar view by 
Day, Week, Month, 4 Days or by Agenda: the 
list of planned events and activities by date
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Scheduling Meetings and events

Just click on Create to add an 
event to your Calendar:

Follow these steps:
1) Add event title;
2) date and time;
3) Where?
4) select your calendar (if you 
have multiple calendars) - will 
be explained further;
5) add a description 
6) Click Save
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There is also a Quick Add option to add 
events: 
•Click on the drop 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

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.

Scheduling Meetings and events
Quick add
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Events from Gmail

➔ Click the settings gear in the top right .
➔ Select Settings.
➔ Find the Events from Gmail section (stay in the 

"General" tab).
➔ Uncheck Add automatically.
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Adding Attachments to Calendars

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

RSVP to an event in Google Calendar & Email
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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

By adding or 
changing reminders 
in this way (by 
editing individual 
events), changes will 
apply only to this 
event! If you want to 
receive reminders to 
all events in a specific 
way and time, you 
should change your 
Default Settings.

Malteser Hilfsdienst e.V - Diözese München-Freising – Malteser Mentoring – www.malteser-jobmentoring-muenchen.de



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.
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➢ 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

Exercise: Google Calendar
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Creating Multiple Calendars

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.
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Sharing Calendars with others

You can also share your 
calendar using Google 
Calendar Settings and also 
define how much 
information about your 
appointments or events 
others can see:

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

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.

1

2

1

Malteser Hilfsdienst e.V - Diözese München-Freising – Malteser Mentoring – www.malteser-jobmentoring-muenchen.de



By making your calendar Public, you agree that everyone in public Google 
Search can view your calendar.
Or you can share it with specific people only. Add the person’s email address
into the corresponding field (see the picture below)
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.
Click Add Person
Click Save
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Viewing other people‘s calendar

You can request for a permission from 
them to View other people’s calendars:

Under Other calendars, start typing 
the person’s name or address in the Add a 
friend’s/coworker’s calendar box.

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 
Google Calendar, you can send 
a request and ask for a 
permission to view their 
Calendar.
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Viewing other people‘s calendar

Click on the Down Arrow next to 
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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