Austin Community College
Google Apps Calendars Step-by-Step Guide

Personal Notes
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The topics that will be covered in this workshop:

* Access (p.2)
* Calendar Settings (p.2)
o General Tab (p.2)
o Calendar Tab (p.3)
= Change Calendar Color (p.3)
= (Calendar Notifications (p.4)
= Sharing (p.4)
o Mobile setup (p.5)
o Labs (p.5)
* Add Appointments/Events (p.2)
o Adding an Appointment/Event (p.2)
Quick Add (p.4)
All Day Events (p.6)
Delete/Remove an Appointment/Event (p.8)
Modify Existing Appointment/Event (p. 9)
Repeating an Appointment/Event (p.10)
Appointment/Event Reminders (Notifications)
(p.13)
= SMS Notifications (p.15)
* Invite Attendees and Enter Meeting Details (p.16)
o To Invite Attendees (p.16)
o Add a File Attachment to an Invitation (p.20)
* Appointment Slots (p.25)
*  Print your Calendar (p.26)

O O O O O O

* Google Apps Resource Website (p.27)

NOTE: For more information visit www.austincc.edu/ITdocs/google
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Access

You can access Calendar from any Google Apps page - Mail, Docs,
Sites, or any of the other Apps service pages.

1. To open Google Calendar, look at the top left corner from
any Google Apps page.
2. Click the Calendar link.
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3. Google Calendar opens in a new window.
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Calendar Settings
You may change certain calendar settings

1. Click the Options tool in the upper-right hand corner of the

browser window. ¥

2. Click on Calendar Settings.

3. A new window appears, with 4 tabs listed across the upper-
left hand of the screen: General, Calendars, Mobile Setup,

and Labs.

General Tab

Under the General Tab: Change the language of your calendar, your
Country, Current Time Zone, Date Format, Time Format, Start week
format, Working hour format, Show Weekends, Default View,
Custom View, Location, Weather, Declined events, Invitation
automation, Alternate Calendar, and Enable Keyboard shortcuts.

J

Search my calendars | Show search options

Today [0 B30 Mar 27 - Apr 2, 2011

Sun 3/27 Mon 3/28 Tue 3/29

GMT-06
Sam

[
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Calendar Tab

My Calendars Calendars | can view and modify

CALENDAR

= Iniles@austincc.edu

= ACC Academy

= APTE

CalciumEvents.ics

= Personal

m Tasks

Create new calendar

Import calendar Export calendars

Other Calendars Calendars | can only view

CALENDAR

o Theresa Harkins: Director, IT Support
Services

=1 US Holidays
US Holidays

m Weather
Daily weather forecast for your location

Change Calendar Color

My calendars

Iniles@austincc.edu

Under the Calendar Tab: My Calendars (Show in List, Notifications,
Shared: Edit Settings, Unsubscribe, and Delete) and Other
Calendars (Show in List, Notifications, and Unsubscribe).

NOTE: If you want to have different colors associated with
different events in your calendar, you will need to Create a new
calendar for each event/activities.

SHOWIN LIST NOTIFICATIONS SHARING
all none

v Notifications Shared: Edit Delete
settings

™ Notifications Shared: Edit Unsubscribe Delete
settings

™ Notifications Shared: Edit Unsubscribe Delete
settings

=] Notifications Shared: Edit Unsubscribe Delete
settings

™ Notifications Share this Unsubscribe Delete
calendar

v

Unsubscribe: You will no longer have access to the calendar. Other people
can still use it normally.

Delete: The calendar will be permanently erased. Nobody will be able to use it
anymore.

Browse interesting calendars »

SHOWIN LIST NOTIFICATIONS
all none

™ Notifications Unsubscribe
™ Unsubscribe
™ Unsubscribe

You will first, Create new calendar and specify settings, then you
will go back to your inbox and select the drop-down menu to the
right of the calendar that needs to be a different color. Choose the
new color for your calendar.

3am

ACC Academy Display only this Calendar
CE C-ionce setings
Create event on this calendar

Tasks

Add = Settings

Other calendars

Share this Calendar
Notifications

Add a coworker's calendar

EEEENNEE

SEEEEEE
EEEEEEE
ENEEEEE

Add ¥  Settings

EEEEEEE
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Calendar Notifications

Choose how you want to be notified about events. By default, Email
(10 minutes) and Pop-up (10 minutes) are selected for each event.
You can also choose to be notified via SMS.

_— —
« Back to calendar ( Save Cancel

Event reminders:
Unless otherwise specified by By default,remind me via | Email %] 10 [ minutes | %] before each event remove

the individual event Pop-up '+) 10 [ minutes '+] before each event remove
Add a reminder

Choose how you would like

to be notified: Do) B
New invitations: ™
Changed invitations: ™
Canceled invitations: ™
Invitation replies: M

Daily agenda:
Sent every day at 5am in your current time zone

Set up your mobile phone to receive notifications

ooa

Back to calendar ( Save ) ( Cancel )
Sharing

Choose whom to share your calendar(s) with at Austin Community
College. By default, your calendar will be shared with everyone in
the organization Austin Community College — See only free/busy
(hide details). If you create new calendars you may want to
manipulate the shared settings for each. If you want to share your
calendar with specific people, you will need to enter their email
address in the empty field under Share with specific people. You
will be able to choose their permission settings.

Iniles@austincc.edu Details
Calendar Details Share this Calendar Notifications

« Back to calendar ( Save ) ( Cancel )

™  Share this calendar with others Learn more

[ Make this calendar public See all event details
™ Share this calendar with everyone in the organization Austin Community See only free/busy (hide details) ﬂ
College

Share with specific people

Person Permission Settings Remove
Ent r id N - W AdA Darcnn}
Enter email address See all event details j {_Add Person )
“Iniles@austincc.edu” <Iniles@austincc.edu> Make changes AND manage sharing

 Back to calendar ( Save ) ( Cancel

Change Calendar settings -
http://www.google.com/support/calendar/bin/answer.py?answer=
83117

Personal Notes
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Mobile Setup

Enable notifications on your mobile phone from this tab. You will
need to enter your mobile number and validate your number.
Once setup, you can enable SMS notifications for free (Please keep

in mind that if you’re in the US or Canada, your mobiles service
provider’s standard rate for receiving text messages my apply).

Labs

Google Calendar Labs is a testing ground for experimental features
that aren't quite ready for primetime. They
may change, break or disappear at any time.

Tip: Some of these features will appear in a new panel on your
calendar. To save space you can hide them by clicking the small
triangle next to the panel.

to all attendees. After you enable this feature, click on an
eventand look for the "Calendar flair" gadget to activate.

Gentle Reminders () Enable
\/ inM-
. By Sorin M - Aug 2010 ® Disable
A RIS ! )mos Do you like pop-up reminders but hate how they rudely
V. interrupt whatever you're doing? This feature replaces
Calendar's pop-ups: when you get a reminder, the title of
the Google Calendar window or tab will happily blink in the
background and you will hear a pleasant sound.
Alternatively, you can choose to use desktop notifications
in Chrome.
gutLomlatI;:alr:Ay de;(:)l:r:)lng events () Enable
Show me as 8::,.30., y Lucia F - Mar ® Disable
sy
© Busy (deciine invitations) Lets you block off times in your calendar when you are
unavailable. Invitations sent for any events during this
period will be automatically declined. After you enable this
feature, you'll find a "Busy (decline invitations)" option in
the "Show me as" field.
y " Event attachments ® Enable
Hey, let
Descvtics b:afmse::)ergoszem:n:w By Sundaresan V and Oana F - Mar 2010 P
| ideas for Calendar Labs! ( Disable
Attachment | Secret Laba ldeas! Attach a Google document, spreadsheet or presentation '_"
o Awbecime bescecdolon your event, or upload a file from your computer. Important:
- guests do not automatically have permission to view
Google Docs attachments. You must share each attached
document. Learn more
@ 4 Event flair () Enable
7 O
Q&W El@@ 7+ By Dave M - Mar 2010 .
B&B 8O @ Disable
ve ﬁ BEQ00 008 Bring life to your calendar and organize your events with
v T icons for things like flights, vacations, parties and meals.
LS @ @ O sie s s s Note: icons added to events you organized will be visible
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Add Appointments/Events

The easiest and most intuitive way to create a calendar entry is to
click on your Google Calendar window, just follow these steps:

1. Click on the time you want your entry to start — if the event
spans over or under an hour, click and drag.

Mail Calendar Documents Sites Video more~

YCACC

Create event |Quick add ~ Today [ B Mar 27 - Apr 2, 2011
April 2011 Sun 3/27 Mon 3/28 Tue 3/29

S MTWT F §
27 28 29 30 31 1|2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23

24 25 26 27 28 29 30
2 3 4 5 6 7 7am

Search my calendars | Show search options

GMT-06
Sam

My calendars -
ACC Academy
APTE
Tasks

Add = Settings

10am

Other calendars -
11am

2. Type the title and event time for your new event in the box.

3. Finally, click Create Event to publish the event to your
calendar immediately, or click Edit event details to add
additional information.

I When: Mon, March 28, 7am — 9am
What: [ }

e.g., Breakfast at Tiffany's

Calendar: L Iniles@austincc.edu %

«

Create event  Edit event details »

4. You should now see the event appear on your calendar.

7 -9
Google Calendar
Workshop

Personal Notes
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You can also create a calendar entry directly from your calendar list
on the left side of your Calendar window, just follow these steps
(NOTE: If you have created (or been given access) to multiple
calendars, you can choose which calendar with which you would
like your entry to be associated):

1.

2.

mjﬂ Save D }card changes = Delete | More Actions

—  —
Google Calendar Workshop

In the calendar list on the left, click on the down-arrow
button next to the appropriate calendar.
Select Create event on this calendar.

w My calendars
= 10am

Ms. Smith's Calendar

Display only this Calendar
Calendar settings

( [Creatc event on this calendar ]
Share this calendar

w Other calendars Notifications

EEEEEN
N O

Settings

A

m 3pm

This will bring you directly to the full event details where
you can enter information about your event.

On this page, you can also add guests, change a reminder
setting, and publish your event to other users.

Once you've entered the appropriate information and
selected the desired settings, click Save.

<
(&)

3/28/2011

7:00am to 9:00am 3/28/2011 Time zone

(JAllday [ Repeat...

Event details

Where
Calendar

Description

Attachment

Reminders

Show me as

Privacy

Find a time

Add guests

- S Enter email addresses
Iniles@austincc.edu |4

Add

Add attachment Guests can L modify event

invite others

Email - 10 | minutes | #see guest list
Pop-up I%] 10 | minutes |5

Add a reminder

O Available

®Busy

© Default

O Public

O Private

Learn more about private vs public events
Publish event

« Back to calenflar Save = Dfffcard changes

Personal Notes
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Quick Add

To help simplify the calendar entry, 'Quick Add' lets you type in a
single sentence and then interprets what you entered and adds the
appropriate calendar entry.

For example, if you type in something like [lunch with Mr.
Rodriguez at faculty lunchroom 11:30am Tuesday], Quick Add can
figure out what you mean and pop the new event right onto your
calendar.

>

o

a
—

Example: Dinner with Michael 7pm tomorrow

To access 'Quick Add' you can click on the Quick Add link on the left
side of your calendar info or type the letter 'Q’.

Create event  Quick add Today (KIS

The recipe for events is to enter 'what,' 'who,' 'where,' and 'when'
(only 'what' and 'when' are required).
* What: This can be any text; the event title is created from
this.
* When: This can be nearly any date and/or time expression.
Using 'at' and 'on' can help.
*  Who: This should begin with 'with' followed by a list of
email addresses; these are added to the guest list.
* Where: This can be any text following 'at' or 'in.’

More tips for using Quick Add:
If you have a name of a location that includes a date or time word,
such as 'Taco Tuesdays' or 'Café 3pm,' use quotation marks around
the name to avoid Quick Add from creating the event on Tuesday
or at 3pm.

* Enter [lunch with John at "Taco Tuesdays" Friday 12 pm].

If you enter a time with no date, Quick Add will create the event on
the earliest date that puts the event in the future; the present day
if the time is later, or the next day if the time has already passed:

» Enter [Coach Volleyball at 5pm].

If you do not enter a start time or end time, Quick Add will create
an All Day event:
» Enter [School holiday 8/14].

Personal Notes
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If you don't enter an end time, Quick Add will create a one hour
long event:
» Enter [Staff meeting next Monday at 13:00].

You can specify start and end times using either time ranges or
time intervals:
* Enter [Running w/ Marie 4:15 tomorrow for 45 minutes].
e Enter [Running w/ Marie 4:15 - 5 pm tomorrow].

Multi-day events can be specified using date ranges:
» Enter [National Conference 9/23 - 9/26 in Atlanta].

If you'd like someone added to the guest list, enter his or her email
address.
* Enter [Parent-Teacher Conference tomorrow noon
mr.smith@myschool.org].

Three-letter time zone abbreviations can be recognized following
the time:
* Enter [Call New York at 3 pm EDT]

All Day Events

Often times there are things that needed to be added to the
calendar that do not have a specific start or end time.

For example, perhaps you would like to note which week you set
aside for class presentations, vacation, school testing, or
parent/teacher conferences. Or you would like to mark that a
certain day is the end of the semester, the due date for grades, a
birthday or anniversary.

These types of calendar entries are referred to as "All Day" events —
an "All Day" event is an event that lasts for an entire day or
multiple days.

You can create an All Day event in a few different ways:

From your calendar window, follow these steps:
1. Inthe default 'Week' view, click on the day in the space
above the list of times (this area is enclosed by a blue box).
This is the open space reserved for 'All Day' events.
2. If you want the entry to span multiple days, click the day
and drag until the end day.

Personal Notes
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Personal Notes

AEDEME DU VIUSD (DU v MaNeEy 1US0.0rg | I | W 35

Today' Dec 20 - 26 2009 Rafresh ©Print Day Week Mon

12120 Mend > e Wed-aa

Sun 12720 — -
Drag mouse over thes area
100 »
F 'S
4 5 | —J
12 =

11
18 15
25 26

3. Name your calendar entry.

When: Mon, December 21 — Fri, December 25

What: Holiday Break|
I e.g., Visiting in NYC

Calendar: | wms. Smith's Calendar  # |

( Create event ) edit event details »

—

4. To add more event details such as a description, location,
guests, and reminders, click 'Edit event details.' If you are
fine with just entering a name, click Create Event.

. « Back to calendar Save Discard

Thanksgiving Recess - No School

11/22/2010 to 11/26/2010 MAll day [JRepeat...

Event details Find a time

Where

Calendar | 'ms. smith's Calendar

Description
Y
Attachment
Add attachment
Reminders | Email 7| 1| days )

| SMs 3)[ 6|(hours— T3] >

Add a reminder

5. All Day events will automatically be marked as 'free' in
the Show me as section. This will not block out the day on
your calendar to prevent future scheduling. If you would like
to block off the time during the day for your event,
select Busy from the drop down next to Show me as.
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6. If you are in the Event Details page, add the relevant Personal Notes
information and click Save.

_ wuay

Privacy This event is:
® Default
() Private
() Public

Learn apout private vs. public events

« Back to Calendar"' Cancel )

You can also create a new calendar entry using the Create
Event link on the left side of your Calendar window:

1. Click on Create Event in the left column of your calendar.

Create event | Quick add Today n .’

2. This will bring you directly to the full event details where
you can enter as much information as you'd like about your
event.

3. Check the All Day box.

Click to add a title

11/22/2010 10:00am  to 10:30am 11/26/2010 (JAll day | (] Repeat...

Event details Find a time

4. If you would like the entry to span multiple days, click the
second date box and choose your end day.

5. On this page, you can also add guests, change a reminder
setting, and publish your event to other users.

6. Once you've entered the appropriate information and
selected the desired settings, click Save.

When you're viewing your calendar, All Day events are listed at the
top of each day, above the list of times. This area is surrounded by
a blue box to mark that they are all day events, not part of a
specific time of that day.

Event Color — Choose a color to coincide with your event. You will
still maintain the top bar color of your calendar, but will have an

Event color BEERERE BER

added color for your event.
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Delete/Remove an Appointment/Event

To delete or remove an event from your calendar, simply click the
event to display the event bubble (alternatively, click on the event
title to view the event details page). You'll then see a link to either
remove or delete the event from your calendar.

Depending on your ownership of the calendar entry, you'll see one
of these link options:

* Remove from this calendar: This option is only available for
events that you are invited to and do not have permission to
edit. Clicking this link will remove the event only from your
calendar. The event will still exist on the calendars of other
guests as well as the event organizer.

5|

7 » 4 N /7 = > ,
Save Cancel Remove from this calendar More Actions...

* Delete: This option is only available for events that you have
permission to edit. Clicking this link will remove the event
from your calendar as well as the calendar of any invited
guests. That is, the event will be completely deleted.

' 4 N ' 4 N - Y [ = [ v
Save Cancel }|{ Delete | More Actions... &4

Modify Existing Appointment/Event

To modify the start and end day of a calendar entry, follow these
steps:

1. Click on the event that you would like to edit.

2. Click Edit event details.

Holiday Break
Mon, December 21 — Fri, December 25

[Delete]

[ edit event details» ]

3. To change the start date, click the first date box and select
your desired start date.

Personal Notes
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« Back to Calendar (‘save ) (Cancel ) ( Delete )| More Actions...

What Holiday Break

When 12/21/2009/ [ to 12/25/2009 M All day
e er 2009 » —

)
b S MTWTF S =

3 availability
5 1 2 3 45

Where 6 7 8 9 10 11 12

13 14 15 16 17 18 19 a3
2021 22 23 24 25 26 ——
Description 27 28 29 30 31

Calendar

Attachment Add a Google document

4. To change the end date, click the second date box and
select your desired end date.

5. You may make any other changes to the calendar entry
here, including the event name, description, location,
guests, and reminders.

6. Once you're made all the changes to the calendar entry,

click Save.
« Back to Calendar|( save )| ( Cancel ) ( Delete )| More Actions... B3
What Holiday Break
5 When 12/21/2009 to 12/25/2009 W All day
5 Repeats: Does not repeat 4
2
9 Check guest and resource availability

Where
Calendar | Ms. Smith's Calendar T

Description

Attachment Add a Google document

Repeating an Appointment/Entry

In some cases, you may have an appointment or meeting that
occurs every week on the same day, at the same time. Or you
created calendar entries for your classes which meet at the same
time everyday. With Google Calendar you can create a single event
and then specify how often it repeats so you will not have to enter
in the same information over and over.

You can choose which unit of time you would like the calendar
entry to repeat - specify how many days, weeks, or even months.

For example, you can have a calendar entry for vocabulary tests
occurring on Tuesdays and Thursdays, another for progress reports
occurring ever 6 weeks, or a department staff meeting occurring on
the first Tuesday of every month.

Personal Notes
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N

Click on the event that you would like to repeat.
Click Edit event details.
Click on the check box to the left of Repeat.

« Back to calendar Save = Discard changes = Delete | More Actions

Google Calendar Workshop

3/28/2011 7:00am to 9:00am 3/28/2011 Time zone

Select from the drop-down the type of interval you will use

for repetition:

«  Daily - occurs each day, or every X days (every 2, 3, 4,
days etc.).

*  Weekly - occurs on one or several days each week, or
every X weeks (every week, every 2 weeks, every 3
weeks, etc.).

¢ Monthly - occurs on the same day every X months
(each month, every 2 months, every 3 months, etc.).

*  Yearly - occurs on the same day every X years (each
year, every 2 years, etc.).

Repeat

Daily
Repeats: v Every weekday (Mon-Fri)
Every Mon., Wed., and Fri. ke
Every Tues., and Thurs.
Weekly

Monthly —1
)

Starts on:

L Endson:  yeany

Summary: Weekly on weekdays, until Nov 8, 2010

=

Done | Cancel

TEE

pu

There are some preset repetitive options available:

*  Every week day - occurs at the same time, for the same
duration Mon-Fri such as for a class or daily meeting

+  Every Mon, Weds, Fri - occurs at the same time, for the
same duration on Mon, Weds, Fri.

*  Every Tue, Thurs - occurs at the same time, for the
same duration on Tue, Thurs.

* If you require a custom weekly repeat (i.e. Mon, Tue,
Thurs), you can select Weekly and the select the check
boxes of the days the calendar entry occurs.

Personal Notes
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o

You can have the event repeat indefinitely, or you can
select End date and type or choose a date when you would
like this calendar entry series to end.

Repeat

Repeats: | Weekly ﬂ

Repeat every: g weeks
Repeaton: JSMMOTOWMTOFOS
q Startson: | 11/1/2010
Endson: O Never ® Until: [11/8/2010 |
Summary: Weekly on Monday, Thursday, until Nov 8, 2010

Done = Cancel

Fill in the rest of the event details.

Click Save.

Upon saving the event, there will be a few options of how to
apply the new detail information:

Only this instance: The new information will only affect the
current event information, but not the rest in the recurring
event series. If you are making a one-time change for a
meeting (changing the time or meeting place, for example)
this is the option to use.

All events in the series: The new information will affect all
events that have occurred and will occur in this series. The
event details will be changed for previous events as well, so
please be aware previous one-time changes or information
stored in previously occurring calendar entries will be lost
and replaced with your new event detail information.

All following: The new information will affect the current
entry and all future entries in the recurring event series.
Past events will not have the new detail information. This is
useful if you are making a change moving forward to the
location but want to leave the past event information for
previous events. This will not affect events that have already
occurred, only the entries in the event series moving
forward.

Edit Recurring Event

Would you like to change only this event, all events in the series, or this and all future events in the series?

Only this instance All events in the series All following Cancel this change f

Personal Notes

Page 15 of 27




Austin Community College
Google Apps Calendars Step-by-Step Guide

10. If you don't see your preferred interval, please select the
closest appropriate interval. Additional customization
options will then appear.

Please note: At this time, the maximum number of instances
allowed for a recurring event is 365. After 365 occurrences, you will
need to create a new recurring event (that can have the same
information) on your calendar.

1. When you go back to your calendar the event will have a new
icon associated with it.

ip - 2pi &

ACC Emaii
Conversation

Keep in mind that there are several options to consider when
deleting a recurring event:

* To delete only one event in the repeating event series,
select Only this instance. This will only delete the event you
selected on your calendar, but leave all other event
occurrences on your calendar.

* To delete all the events in the repeating event series, select
All events in series. This will delete any occurrence of the
event on your calendar, including those that already
occurred.

* To delete all upcoming events in the repeating event series,
select All following. This will leave the events that have
occurred up until this point on your calendar, to remove any
that occur afterwards. This can be helpful if you want to be
able to search or view the events that have happened
previously, but want to cancel an event moving forward.

Appointment/Event Reminders (Notifications)

Google Calendar offers different options for receiving event
reminders. You can choose to receive your event reminders via
SMS messages, emails, or pop-ups within the web browser window
of Google Calendar itself.

To customize your reminder settings for all entries occurring in
one of your calendars, follow these steps:

1. Inthe calendar list on the left, click the down-arrow button
next to the appropriate calendar, then select Notifications.
(Alternatively, click the Settings link at the bottom of the

Personal Notes
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calendar list, then click the Notifications link to the right of Personal Notes
the appropriate calendar).

w My calendars /

Ms. Smith's Calendar
Display onfy this Calendar
Calendar settings

Create avent on this calendar

Share this calendar

Settngs Cres
=

w Other calendars EEEEEEE

2. Inthe Event reminders section, select the reminder method
from the drop-down menu and enter the corresponding
reminder time (between one minute and four weeks). If
you'd like to add additional default reminders, simply
click Add another reminder.

Jefaull remind me vie — —
By default, remind me via ] 10 [ minutes | 4] before each event remove

[ Email :
e

(Pop-up 5] 10 [ minutes | &) before each event remove

Add a reminder

3. You can also choose to be notified of specific activities on
the calendar by selecting the appropriate options in
the Choose how you would like to be notified section.

4. Click Save.

Please note: when you make changes to the reminder settings for
events on your calendar, the changes will only apply to you. Invited
guests or those who have access to the events will receive
reminders according to their own Google Calendar reminder
settings.

This means your students will not automatically receive reminders
even if you set the 'Homework' calendar to have a day-before email
reminder. The students would need to set this reminder
themselves.
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Please note: Reminders for 'All Day' events are based on 5:00 pm
the day before the event (according to your current time zone). So,
if you choose to receive your reminder 10 minutes before your 'All
Day' event on August 24th, you'll be reminded on August 23rd at
4:50 pm.

To change the reminder for a particular event, follow these steps:

1. Click on the event.

2. Select the more details or edit event details link in the
event bubble.

3. Inthe Reminders section, select the appropriate reminder
method from the drop-down menu and enter the desired
time (between one minute and four weeks).

4. In the Reminders section click the "X" link next to the
notification if you'd like to cancel that notification.

A |

Reminders | Email +! 10 | minutes !

Add a reminder

T —
5. Click Save.

If you wish to disable all of the event notifications for a specific
calendar

1. Click the remove link next to each reminder set in the Event
reminder section.

dpfaylt rpming o vis ey 1 m—
By default, remind me via g ) T 10| ((minutes 18 before each even| remove

| Pop-up T] 10 | minutes ?}bufu’c each even| remove

Add a reminder

2. Then, deselect any selected boxes in the Choose how you
would like to be notified section.

New invitations:
Changed invitations:
Canceled invitations
Invitation replies

Daily agenda:

3. Click Save.

Personal Notes
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SMS Notifications Personal Notes

Google Calendar is a free product and Google doesn't charge you to
receive notifications. Please keep in mind that if you're in the US or
Canada, your mobile service provider's standard rate for receiving
text messages may apply.

If you have any questions about the rate, please contact your
service provider for more information.

Once you have registered your mobile phone for SMS (Calendar
Settings -> Mobile Setup), SMS will appear as an option in the drop
down menu for event reminders. You can add SMS notification by
going to the event details page, adding an event reminder and
selecting SMS from the drop down menu.

To disable Google Calendar's SMS notification feature, follow these
steps
1. Inthe calendar list on the left, click the down-arrow button
next to the appropriate calendar, then select Notifications.
(Alternatively, click on Manage calendars at the bottom of
the calendar list, then click the
appropriate Notifications link.)
2. Un-check the boxes in the SMS column in the 'Choose how
you would like to be notified' section.

'ould like to be notified:
New invitations:
Changed invitations:

Canceled invitations:

R R R

Invitation replies:

Daily agenda:

3. Click Save.

Also, if you'd like to stop the delivery of SMS notifications via your

mobile phone for all of your calendars, simply send the text "STOP"
to the shortcode GVENT (48368). (This feature is only available for

mobile numbers issued within the United States.)

Page 19 of 27




Austin Community College
Google Apps Calendars Step-by-Step Guide

Invite Attendees and Enter Meeting Details

If you've already scheduled and published your meeting, you can
edit its details by clicking the title of the meeting on your calendar.

10:30am - 11:30am

Note: Once you've finished entering meeting details, click Save at
the bottom of the meeting details page.

To Invite Attendees:

1. Open your meeting.
2. Click the Find a time tab.

Weekly Roundup

9/21/2010 10:30am  to 11:30am  9/21/2010 [JAnday [JRepeat

Event details Find a3 tim

Where

Calendar prowan@solarmora.com ¥

Description

Attachment
Add attachment

3. On the Find a time tab, click Guests, and then enter the first few
letters of an attendee's full name to look up the address in your
corporate directory. Select the attendee to add the attendee to
your Guests list

Mow ¢ ths {ool

Add: Guests | Rooms, etc.
Day Week pdl

“Pete Newel" <pnewel@sol. a.com>
“Paul Sperry” <permry@gmail .c
“Perks - Austin” <perks-austin@solarmora.com>
G| “"Pete Newel" <pete@gmail.com>
‘ “Paul Sperry” <psperry@solarmora.com>
| "Perks - San Jose™ <perks-sj@solarmora.com>

Personal Notes
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Important:

* You can add a group (mailing list) address to the attendees
list, if your administrator set up groups for your domain. Or,
you can create your own contact group in your personal
contact. Click Contacts at the top of your Calendar window.

* If you copy and paste an attendee list from another source
(for example, a document), make sure you separate each
address with a comma (semicolons are not supported).

4. Check availability of attendees. The Find a time tab shows the
free/busy information for any employee|, even those still using
Outlook]. The blue box represents the scheduled time for your
meeting.

\Veekly Roundup

9212010  10:3am  to 11:Xam  92v2010  DANday [JRepeat
wen! ) Find a time
Ga to event | Shaw guests: all - pore How  ute Distod AN G I R
Teday I BN Tuesday. Sep 21. 2010 Day  Week
Guests € Lmed Quests
Paticia Rewen Pyul Sperry Fete Newel Sondas Jenkins

Guosts can  _Jmwdity et
Flimvte others
ses quest list

12 - lp
Lunch with Jce

e - Faxize brechars

If necessary, use the date and time options at the top of the tab to
change the time for your meeting. Or, simply drag the blue box to a
time available to all attendees.

Tip: To show or hide an attendee’s meetings, click the attendee’s
name in the Guests list to deselect it.

Guests Emai quests

v BENEERGTES X

Pete Newel &")

{Show events: pnewel Ssolarr
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5. Optionally, allow or prevent attendees from inviting more people
to your event or viewing who else was invited, by selecting options
below the Guests list.

Guests G2 Emat quests
.

Paul Sperry
Pete Newel

Guests can [ modify event
invite others
see guest list

6. To delete an attendee, click the blue cross to the left of the
attendee’s name.

Guests (G2 Emad quests

Patricia Rowan
Paul Sperry

v

Pete Newel

v v
"
~ A

7. Click Save.

Google Calendar asks you whether you want to send invitations to
the attendees. Your attendees can respond to the meeting
invitation and leave comments.

To set a reminder for your meeting:

1. Open your meeting.
2. Under Reminders, choose the type of reminder you want (pop-
up or email message) and when you want to receive it.

Reminders Emaill ¥ 10 minutes ¥ x
Pop-up ¥ 10 minutes ¥ | x
Add a reminder
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To add more reminders, click Add a reminder.
To set up a recurring meeting:

1. Open your meeting.
2. Select the Repeat check box.

Weekly Roundup

9/21/2010 10:30am to 11:30am 9/21/2010 Oan day E&Repeal

Event details Find a time

3. Choose options on the Repeat dialog box.

Repeat

Repeats:  Weekly v
Repeatevery: 1 v weeks
Repeaton: OsOMMETOWOTOFOS
Starts on:  9/21/2010
Endson: © Never O Until
Summary: Weekly on Tuesday

Done = Cancel

4. Click Done.
Add a File Attachment to an Invitation

1. Open your meeting.
2. Inthe event details, select Add Attachment.

ACC Email Conversation

5/18/2011 1:00pm to 2:00pm 5/18/2011 Time

[JAllday ™ Repeat: Weekly on Wednesday Edit

Event details Eind a time

Where 'syC 133

map
Calend Inil incc.edu 1%)

Description

Attachment Add attachment

Reminders | Email a 10 minu(es_é]

Pop-upﬂ 10 minutes_t]

Add a reminder

Personal Notes
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3. You will be prompted to Select a file. You may choose a Google
Docs document that is already housed in your Google
documents area or you may choose to upload a new file. Make
sure to click the check box to the left of Convert documents,
spreadsheets & presentations to Google Docs format.

Select a file

Google Docs

Documents
Spreadsheets

Presentations

Folders

Forms

Upload to Google Docs
Add files to this Google Docs folder

No folder ~

Choose files to upload

\‘Choose File ) No file chosen
Add another file

Upload

™ Convert documents, spreadsheets & presentations to Google Docs format.

4,
5.

Recently selected

Upload | Cancel

If you choose to upload a new file, once selected, click Upload.
If you choose one of your documents housed in Google docs,

choose the document and click Select.

files.

Make sure the guests have permission to access the attached

Note: Sharing a file is just like sharing a doc, but you need to start the
process from your Docs list at docs.google.com. Follow these steps to
share a file:

5.

6.

In your Docs list, check the box(es) next to the file(s) you want
to share.

Click the Share drop-down, then choose 'Sharing settings.'
At the bottom of the Sharing settings window, click the white
space under 'Add people.’

Type the email addresses of the people you want to share
with. You can add a single person or a mailing list. You can
also choose from a list of your contacts.

To the right of the list of names, choose 'Can view' or 'Can
edit' from the drop-down.

Click Share.

Note: Alternatively, you can add attachment using either of these

methods:

* Send the attachment in a separate email message to
attendees.

Personal Notes

Page 24 of 27




Austin Community College
Google Apps Calendars Step-by-Step Guide

* Schedule the event through Gmail: Compose a new message
and attach the file. Then click Invitation and enter
information about the event. However, to book a room,
you’ll need to create a separate invitation on your calendar
first, and then add the room information to your email
message before sending the invitation.

Appointment Slots

The Appointment slots feature lets you set time slots on your
calendar that other people can book.

For instance, a professor could allow his or her students to reserve
time during office hours each week. A hair salon could let anyone
visiting their web site schedule an appointment during set business
hours.

Event | Appointment slots New!
When: Tue, May 17, 7am — 10am
What:

e.g., Breakfast at Tiffany's

Calendar: [ Lara Niles, IT Applications Administrator 4

Create event  Edit event details »

How does this work?

1. Create appointment slots — Pick a block of time you want to offer
to others, and choose how many slots to split it up into; don’t
worry, you can always change it later.

2. Share your appointment page — This is the link to your publish
appointment page. Anyone who has this link can book an
appointment slot.

3. Guests book appointment slots - Booked appointment slots
appear right on your calendar as regular events.

Choose the calendar to add the appointment slot

Create i slots on calendar: | Lara Niles, IT Applications Administrator ﬂ

This calendar’s appointment page: https://www.google.com/calendar/selfsched?
sstoken=UUh|Y2gydEZoZkhUfGRIZmF1bHR8Y2ZmNGFIMTRINzI1ZDEwMDgzODY4ZDESN]MOY2FmNGM
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Add Event Details

Title o it Add guests

This title will be used for any appointment slot booked from this block
e willibe used orany appoiriment si0 © Enter email addresses

Time block '5/17/2011 7:00am to 10:00am 5/17/2011 (O Repeat...

Type: (O Offer as a single appointment slot Add
@ Offer as slots of: 30 minutes

Where

Description

« Back to calendar  Save Discard

After all details are added, click on Save to complete your changes,

and then click on the Back to calendar link.

Print your Calendar

1. Make sure the calendars you want to print are selected in your

list under My Calendars. If not, simply select the calendars to
highlight them.

2. At the top of the calendar view, select the view you want to
print; for example, Day or Week, and then click Print.

v »Pant | Refresh| Day Week Month 4 Days Agenda
s19 Thu 520 Frisr1 Sat 5122

9-111
Effective

In the Calendar Print Preview window, you can select a font size,
page orientation, and other options.

3. Select the options you want, and then click Print.

Personal Notes
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Google Apps Resource Website - http://www.austincc.edu/ITdocs/google/index.php

Orientation Video (.mov)

Getting Started Video
(.mov/.wmv)

Emai Migration
Campus Experts
—IWorkshops

=IFeatures

Start Page
Email

Life After Microsoft Outlook
(PDF)

Tips to Master your Inbox!
(PDF)

Labs - Top 5!
Contacts
Calendar
Documents
Sites

Chat

Video

Fitters
Groups
Mobile

Known Issues

General Support
Customer Case Studies
Google Apps FAQs
Quick Reference
Technical Specifications

Austin Community College
5930 Middle Fiskvile Rd.
Austin, Texas 787524390
512.223 4ACC (4222)

Webmail * Schedule * Login

Google Apps
Home = ™~
Rules and Terms of Service pee

Welcome to Google Apps for Austin Community College District.

Reminder onversion t A

More than 2,800 ACC employees already have made the change to GoogleApps. By May 4, all ACC
faculty and staff must make the conversion. We encourage all faculty and staff to take some time as
soon as possible during the month of April to make this change and avoid the end-of-semester rush.

Background Information:

In November 2010, ACC's Information Technology Department (IT) began notifying ACC faculty and
staff of the college’s conversion to Google Apps for Education. In January 2011, all ACC employees
were offered the opportunity to begin the conversion process with the goal of moving all college
employees by the end of the spring semester 2011. IT has offered a series of workshops on each
campus to explain the advantages for the conversion and instructions on how to get started. Both of
these workshops are now available on-line, and may be viewed for professional development

credithttps:/mww3.austincc.edufitworkshopsiwww/eventenroll.php?Source=ALL &EventiD=2527
Making the Conversion to le Apps:

In several emails and President's Announcements over the course of the semester, IT has invited
faculty and staff to make the conversion to the new email system. Making the change is easy.
Converting your account takes only minutes. If you have an extensive collection of older messages to
upload to Google, IT has technicians ready to assist. Just go to the Instructions for conversion page and
follow the instructions. There are Campus Experts at each location who have volunteered to assist you.
If you have other questions, the Help Desk (223-4357) can work with you to answer them.

Visitthe ACC Google Apps Website for a wide-ranging set of FAQS, training, and other resources.

As a reminder, current faculty and staff email addresses will not change. ACC students and other
contacts outside the college will not be affected by this upgrade.

For more information or questions, please contact:

Stan Gunn

Associate Vice President
Information Technology
sgunn@austincc.edu

Rules and Terms of Service - http://www.austincc.edu/ITdocs/google/rules.php

Google Apps FAQs - http://www.austincc.edu/ITdocs/google/fags.php
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