GOOGLE CALENDAR

Now that you have a Gmail Account you might also want to explore using Google
Calendar. With Google Calendar you can: share your schedule with others; remind
yourself about important events; send event invitations to others; synch your calendar
with your mobile device; and view your calendar off-line.
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GETTING STARTED

There are several ways to access your Meredith Email-here is one way:
Click on the Email icon on the Meredith College enews web page.

Raleigh, Ijultl; Carolina
&
ABOUT | ACADEMICS | ADMISSIONS | STUDENT LIFE | CAMPUS RESOURCES
Athintics Blaskboard Diractory EMJ} Emergency Library Regitrar  StisrfMindbook  Tach. Sefvioss Wb Advisor

Figure 1 Google Calendar- Meredith enews
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Figure 2 Google Calendar- Click here to Log In

Log in with your Meredith user name and password:

MEREDITH Welcome to Meredith College

Less spam, plenty of space and access from anywhere.
Sign in 1o your account at
Meredith College Welcoms to your email for Meredith College, powered by Google, where emailis more inuitive, efficient and
Username: usetul
Gemailmeredith edu s Keep unwanted messages ot of your inbax with Google's powerful spam blocking technalogy
Password
: o Keep ary message you might need down the road, and then find it fast with Google search
[ Stay signed in
[ Signin ] « Sendmail, read new messages and search your archivas instanthy from your phone

Can't atciss yiouir Atcount?

Figure 3 Google Calendar- Meredith Log In
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From the email screen click on the Calendar Link, which is located on the top left side of
the interface.
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Figure 4 Google Calendar- Calendar link on email interface

A default calendar will appear-which may be viewed by the day, week, or month. There
is also a 4 day view. For an interactive overview of Google Calendar please click here.
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Figure 5 Google Calendar- Calendar Views

To create a new calendar, just follow these steps:
1. At the bottom of the My Calendars section on the left, click the Create link.

¥y calendars
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settings Create

Figure 6 Google Calendar- Create a Calendar

2. Add a Calendar Name, Calendar Description, Location, and Time Zone.
Then click Create Calendar.

Calendar Details

« Back to Calendar[ Create Calendar&{ll Cancel l

Calendar Name: FYE
Organization: Meredith College
Description: FYE

Location: Raleigh

e.g. "3an Francisco” or "Mew York" or "USA " Specifying a general location will help people find events an your
calendar (if it's public)

Calendar Time Zone:
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Country | United States }Vi

Figure 7 Google Calendar- Create Calendar


http://services.google.com/apps/resources/overviews/welcome/topicCalendar/index.html�

All of the calendars you create will be listed under My Calendars on the left side of your
page. For each of the calendars, you can add, delete, and edit events. To learn how to
edit your calendar settings click here.

While you don't need a Gmail address to use Google Calendar, there are some features
of Google Calendar that are available only to Gmail users.

For example, Gmail users can send event invitations directly from Gmail without
accessing Google Calendar, and can easily add events from Gmail conversations to
Google Calendar.
http://www.google.com/support/calendar/bin/answer.py?answer=47802

CALENDAR SETTINGS

Here is a brief overview of the Calendar Settings in Google Calendar:

1. Navigate to Calendar Settings by clicking on the Settings link at the top of the screen.
toddcherdb@igmail.com | Offline | & | Settings ¥

Calendar settings

Google Account settings

Figure 8 Google Calendar- Settings Menu

2. Click on the General tab from the Calendar Settings screen.

Calendar Settings
General Calendars Mobile Setup Labs

Language: English (US) o

Country: United States

{choose a different country to <
Your current time zone: (GMT-05:00) Eastern Time

ODisplay all time zones
Show an additional time zone

Date format: 1243102010 | »

Figure 9 Google Calendar- General Settings

On this page you will be able to set and/or edit the following options: language; country;
current time zone; date format; time format; week format; default view; custom view;
location; weather; events; invitations; alternate calendar; keyboard shortcuts; and
Google account settings.

For more details please view the Google Calendar interactive overview.
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WORKING WITH EVENTS

Event Scheduling:
= |nvite Guests C g [ . st
IVILE BHeshs 00gle calendar
= Undo event changes 13 -
=  Repeat an event
= Add an all day event
=  Privacy settings for individual events

Create event  Quick add

Figure 10 Google Calendar- Create Event/Quick Add

Let’s look at a couple of Event features...

Create an Event- You can create a new event by clicking on the Quick Add tab or by
clicking on a cell on the calendar and using the New Event feature.
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What e —
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Calendar:  Cheryl Todd +

Edit event details »

My calendars

Figure 11 Google Calendar- Quick Add .
Figure 12 Google Calendar- New Event

Events that last all day- To set up an event that lasts all day, create a new event and
click on edit event details.

YWhen: Yed, June 16, 3:30pm — 4:30pm
What:

e.y., Breakfast at Tiffany's

Create event  Edit pwent details »

Figure 13 Google Calendar- Edit Event Details

Check the box next to All Day and then click Save.
What |

When 6/16/2010 11:30am  |to/12:30pm  [6/16/2010 ﬁg‘fqudw

Repeats: Does not repeat v
Figure 14 Google Calendar- Set All Day Event

For more details please view the Google Calendar interactive overview.
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ADDING AND IMPORTING CALENDARS

Add a Calendar

1. Click the Add button on the left of your main calendar page.

2. Select Create a new calendar from the menu.

3. Enter all the relevant information on the Calendar Details page. Give your calendar a
name, description, time zone, and add the email address of anybody you'd like to
share it with. Click Create Calendar.

If you plan on working with a few calendars, it's helpful to assign colors to distinguish
your calendars from one another. To do this, click the down-arrow next to the
calendar's name, in the calendar list on the left, and select a color from the menu.

Add a Friend’s Calendar

1. Atthe bottom of the calendar list click Add- select Add a friend's calendar.
2. Enter the appropriate email address in the field provided, then click Add.

Add afriend's calendar

Contact Email: Audd

Enter the ermail address of anather persan to view their
calendar. Mot all of your contacts will have calendar infarmation
that is shared with yau, but you can invite them to create a
Google Calendar account, or share their calendar with you.

Figure 15 Google Calendar- Add a Friend's Calendar

If your friend has opted to share his or her calendar publicly, it will then appear under
Other Calendars in the left column. If not, you'll see a message requesting access to
your friend's calendar. You can add a note to the request, and then click Send Request.

Import Events from iCalendar or CSV files

1. Click the Add down-arrow button at the bottom of the calendar list on the left side
of the page, and select Import Calendar.

2. Select the Calendar
- Import calendar
where you'd like to
import events, and then File: | [Erowse.. |
. Ch the file that tai ts. G le Calend i rt

click Import. svant miomation in 0al or &Y (M8 Ouloo formatLeam more
3. Click Browse and choose the

file that contains your Calendar: | Cheryl Todd

events C||Ck 0 en Zhoose the calendar where these events should he saved.

' pen.
More Info

Figure 16 Google Calendar- Import Calendar Events
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SHARING YOUR CALENDAR

Here are some ways that you can share your calendar: -
e Share with the public Elizabeth
. e Dizplay only thiz Calendar
Share with specific users
* S Calendar =ettings
e Share with your domain Create event on this calendar

i Share this calend
e Share with people who don't use Google Calendar =nare tis calendar

Notificationzs
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EENR |
EEEEEEN

Figure 17 Google Calendar- Share this calendar

Share with specific people

PERSON PERMISSION SETTINGS

See all event details b

Figure 18 Google Calendar- Share with specific people

You can also share your calendar with friends who don't currently use Google Calendar
by using your calendar's address in HTML format. Just follow these steps:

1. Inthe calendar list on the left, click the down-arrow next to a calendar and select
Calendar settings. (Alternatively, click Settings at the bottom of the calendar list,
then click the name of the appropriate calendar.)

2. Inthe Calendar Address section, click the HTML icon.

[ (Calendar ID: toddcher@email meredith edu)
Figure 19 Google Calendar- HTML icon

3. A pop-up window will appear with your calendar's URL.
Calendar Address

Please use the following address to access your calendar in any web browser.

http - /fwany gooale comfcalendarhosted/email meredith eduwembed?sre=toddeher¥d0amail meredith edudctz=AmericaMNew York

You can embed Google Calendar in your website or blog. Use our configuration tool to generate the HTML you need.
QI

Figure 20 Google Calendar- Calendar Address

Share this URL with your friends who don't use Google Calendar.

Other options for sharing: Public calendars and events; Event invitations
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USING GOOGLE CALENDAR WITH SCREEN READERS

To access the ARIA enhanced version of Google Calendar:
1. Use Firefox 3.0 or greater
2. If you’re using a screen reader, you need to use an ARIA supporting screen
reader to get the best experience.
Contents
Signing in
Navigating to ARIA enhanced version of Calendar
Keyboard shortcuts

Signing In
Once you have a Google account, follow these steps to sign in to the ARIA enhanced
version of Calendar:

1. Visit http://www.google.com/calendar

2. The initial focus is in the Username edit box. Enter your username and press Tab

to the password edit field.
3. Type your password, and press ENTER.
4. If your username and password are correct, you’ll be in your calendar.

Navigating to ARIA enhanced version of Calendar
By default, you’ll be taken to the regular version of Google Calendar. To switch to the
ARIA enhanced version:
1. Place the cursor focus at the top of the page.
2. Navigate through the page until you find the heading "Click here for the ARIA
enhanced Google Calendar."
3. Place the cursor focus at the top of the page.
Turn off the virtual cursor.
5. Navigate to the "click here for ARIA enhanced Google Calendar" link and press
ENTER.

E

Keyboard shortcuts

To get a list of keyboard commands anytime, press "?". Note that if you’re using a
screen reader, you need to have the virtual cursor turned off to get a list or use any of
the keyboard commands.

If you need assistance with information in this section please email:
toddcher@meredith.edu
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RESOURCES

http://www.google.com/support/calendar/bin/answer.py?answer=97699

http://edu.googleapps.com/tutorials-and-tips

http://www.google.com/moderator/#15/e=23ba&t=23ba.40&v=5

http://google.com/support/contactsync/bin/answer.py?hl=en&answer=92997

http://www.google.com/googlecalendar/about.html

http://www.google.com/support/calendar/bin/answer.py?hl=en&answer=152654

http://www.google.com/support/calendar/bin/answer.py?hl=en&answer=37095

http://email.about.com/od/googlecalendartips/Google Calendar Tips Tricks and Secrets.htm
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