Access the Google Calendar
Application
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Go Into the Settings
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Click Settings
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Change the Default View

Events from Gmail: « Add automatically

60 minutes v

Defauit event duration: | Speedy meetings

Encourage meeting efficiency and get to your next meeting on time.
30 minute meetings end 5 minutes early, 1 hour and longer meetings end 10 minutes earty

Week starts on: Sunday v

« Dim past events

Event dimming: # Dim recurring future events

The brightness of these events will be reduced, 50 you can focus on today.
= . * Yes %

Show weekends in week and month view: No
Default view: Week v

Week
Custom view: Month

Custom View (4 Days)

| Agenda |

Location: e.g., East Brunswick, NJ or 08816

® Do not show weather
Show weather based on my location: *C

F

* Yes

Show events you have declined: A



Determine if You Want G-Mail Events Added



Click Share this Calendar
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Choose Whether to Make your Calendar Fully
Public

GO gle Search Calendar

Thomas Duncan Details

Calendar Details Share this Calendar Edit notifications Trash

« Back to calendar | Save | Cancel

Make this calendar public Leam more
s calendar will appear in public Google search results

Share only my free/busy information (Hide details)

N

Share with specific people

Person Permission Settin
Enter email address See all event deta
thomasduncanone@gmail.com Make changes ANL

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how

« Back to calendar| Save || Cancel
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Share Limited Information

GO gle Search Calendar “

Thomas Duncan Details

Calendar Details Share this Calendar Edit notifications Trash

« Back to calendar | Save || Cancel |

¥  Make this calendar public Leam more
T alendar will appear in public Google search results

%'- are only my free/busy information (Hide details)

Share with specific people

Person Permission Settin
Enter email address See all event deta
thomasduncanone@gmail.com Make changes ANC

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how

« Back to calendar| Save || Cancel
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Type in the Name of the Person Managing
vour Calendar

Google e

Thomas Duncan Details

s Share this Calendar

c a

« Back to calendar | Save | Cance!

Make this calendar public

This calendar will appear in pu

Share only my free/busy information (Hide details)

Share with specific people
Person [:\a Permission Settings Learn more

y@gmail.com| See all event details v | | Add Person

thepirsho

thomasduncanone@gmail.com Make changes AND manage sharing

Tip: Sharing with coworkers?
Companies can meve to Google Calendar to make sharing easier. Learn how

« Back to calendar Save || Cancel
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Determine Calendar Permissions

GO gle Search Calendar

Thomas Duncan Details

Calendar Details Share this Calendar Edit notifications

« Back to calendar | Save || Cancel

Make this calendar public Leam 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 Lea
thepirsh ow@gmall com

[ See all event details I v | | Add Person
Make changes AND mara
thomasduncanone@gmail.com Make changes 1o events

| See alleventdetals |
See only free/
Tip: Sharing with coworkers? (Boaeinbol et

Companies can move to Google Calendar to make sharing easier. Learn now

« Back to calendar Save || Cancel
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Click Add Person Then Save

Google

Thomas Duncan Details

Calendar Details Share this Calendar Edit notifications Trash

« Back to calendar | Save || Cancel

Make this calendar public
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
thepirshow@gmail.com Make changes AND manage s“é'm'; v o) |>, 5
thomasduncanone@gmail.com Make changes AND manage sharing

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn now

« Back to calendar Save || Cancel
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Your Calendar Manager Can Write in an
Appointment
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The Event Also Appears on the Managers
Calendar



The Event Also Appears on Your Calendar

Google | seoc Camen = = 0@
<y Sep 24— 30, 2017 Day Week Month 4 Days Agenda More =

8-3
Gel Praductve with G-Tools Video




Note That Classroom Creates a Separate
Calendar View
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Google
Calendar Settings

General Calendars Labs

« Back to calendar

My Calendars Calendars | can view and modify

CALENDAR

mas Duncan

s birthdays of people in Google Com\gcts and optionally "Your Circles' from Google+. Also displays anniversary and other e

= Get Productive with G-Tools One

Create new calendar | Import calendar Export calendars




Take a Look at Labs and Add in Other Apps to
Calendar

Google E3

Calendar Settings

General Calendar

Google Calendar Labs: Play with our latest ideas. 4

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

Tip: Some of these features will appear in 3 new panel on you calendar. To save space you can hide them by
clicking the small friangle next to the panel

Give feedback and make suggestions aboul

« Back to calendar | Save | Cancel

— 2-13 Halleys Comet  Hide moming and night Enabie
gam
By Alex K - Oct 2011 ® Disable

When's the la<t time you had a meeting at 3am? Or
11pm? We've heard your feedback that these mostly
emply hours waste a lot of space on your screen. This lab
I3 you Minimize a range of tMes in e Moming ana
night 50 you sea only the title of events during those

hours,
Automatically declining events Enable
oW O vt By Luei F - Mar 2010 ® Disable

O sy
3 Busy idecing invtatons)

Lets you black off times in your calendar when you are
unavailable Invitations se ¢ any events dunng this
period will be automatically declined. After you enable this
feature, you'll find a “Busy (decline invitations)” option in
Ng "SNow me as” held.

Wha's my one-on-one with? Enabie
By Sumito & - ® Disabie
Having a hard tme figuring out who scheduled that event
called "Lunch” on your calendar? This feature displays the
asttendes’s name right on the calendar if it's just you and
one other person
™, LiTem 7 Year view Enable
et By Dave M - Sep 2009 ® Di=aie
STER e Planning ahead and want to see the whole year at once?
Adds a “year view” button to calendar.
Background image Enabie
By Ross N - Jul 2008 & Disable
Brightan your day Wit a background image In your
calendar. After you enable this fasture, you'll find
background image options on the General Settings page
Zpm-3pm Team mesting Feogbusy Enzble
robert By Yoan B - Jul 2009 ® Disabie

See which of your friends are free or busy fight now
(requires that friends share their Google Calendars with

jenny_h
o you. How to endar)

Jump 1o date




Click the name to Customize our Default

Google

Thomas Duncan Details

Calendar Details  Share this Calendar Editnotfications Irash

« Back to calendar | Save || Cancel

Calendar Name: [Thomas Duncan

Calendar Owner: thomasduncanone@gmall com
Descriniy

Location:
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Calendar Time Zone: This calendar Uses your cur

Embead This Calendar
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Grab the Calendar Embed Code

Google

Thomas Duncan Details
Calendar Details  Share this Calendar Editnotifications Irash

« Back to calendar | Save || Cancel

Calendar Name: Thomas Duncan
Calendar Owner: thomasduncanone@gmall com
Description
Location:
.0 "San Francisce” or “New York of "USA” Spi a ganaral iscanon will heip people tnd events on your calenaar o7 its pubkc)
Calendar Time Zone: This calendar uses your current time zone: (GMT-04:00) Eastemn Time  Set

Embead This Calendar
Embed this calendar in your
embed multipie

vebsite or biog by pasting this code info your web page. To
calendars, click on the Customize Link

Calendar Address

mm {Calendar 10 thomasduncanone@gmai.comp
This is the acdress for your caiendar. No-one can use this link Unless you nave mace your calendar public

Private Address: W Reset Private URLS
Le This 15 the private acdress Tor ths calendar Dont share this address with oihers uness you want them 10 see all the events on this calendar

Export Calendar:
Le

A i ealendar wil e axpartad in an 1CS e

Delete calendar: De 1l v endar
Leam mere Delete. All avenls in this calendar wil be deleted. I any event has guests

i will be removed from gueste’ calendars as well

u Back to calendar| Save || Cancel
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Place the Embed Code in your Website
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Our Post Will Appear on Our Site
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