Google Calendar - Handout
Carol LaRow
Calendar helps you keep schedules in a central place, online. You can coordinate with colleagues, family,
students, etc. You can:
1.
2.
3.
4.
5.
6.
7.

Post events, share schedules with others, collaborate
Post assignments, homework, field trips, etc.
Schedule meetings, send invitations, see who RSVP’s
Work from school or home
Share calendars with selected people or a group
Customize reminders
Embed on Webpages

Access Calendar using the links at the top of any Google Page.

When you first sign in to your Google
account, you will find Calendar in the
Drop Down menu under “More.”

The first time you use Calendar, you will see a
welcome message. Fill in the information. Then, click
“Continue.”
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This is what you will see next, which is “Weekly View” of a blank calendar.
1.
2.
3.
4.

You can create events in Week View, or switch to Month View
A calendar entry can be anything you wish to add to the calendar
Events can be for short periods of time or entire days
Event entries can overlap, which help you see how you need to alter your schedule

Creating an event:
1. Click in the time block you wish to use.
2. A window pops up with the time filled in and a place to enter the name of the event.
3. If you wish to edit the event details, click on the blue link at the bottom of the pop up window.
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“Edit Event Details” allows for:
•
•
•
•
•
•
•
•

giving events a title
choosing clock hours
making event an all day event
repeating events
indicating where event will take place
adding a description
sending email reminders to people
sending pop up reminders to people

You can also do the following:
• show yourself as “busy” without
indicating what event you are
attending
• show yourself as “available”
• make your calendar public or private
• invite others to the event
• allow invited people to modify the
event, or allow only yourself to make
modifications

If you are using more than one
calendar, you can choose which
calendar you would like the event to
appear on by using the drop down
menu.

Be sure to click SAVE at the bottom of the window, or information will not be saved.
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Reminders:
• If you wish to remind yourself or
others of an event, you can use the
pop up menus.
• Notify by email or pop up message
• You must be viewing your Google
Calendar for this feature to work

Inviting Others:
• Invite others to view your calendar by
adding their gmail addresses
• They need to use Google Calendar to
be invited
• If you use gmail, you will see a list of
your “contacts” appear as you click to
enter email addresses in the box - a
real time saver
• Separate people’s email addresses
with a comma
• Choose whether or not people can
modify the event
• Choose if guests may invite others
• Choose if guests may see the list of
names/gmails of other invited guests

Sending Email:
• You can send emails to invited guests
• They will receive an email with a link
to your calendar and other options
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Invited Guests Receive Email Notification. They can:
•
•
•
•
•

See time, event, and place
Indicate “yes,” “no,” or “maybe” for attending from within the email
See more details about the event; a link is provided
View the calendar because they are invited; a link is provided
Send you an email reply

Clicking on “More Details” brings up another window :
• Guests will be able to respond to the invitation from within this window
• They also have the option of leaving comments in the “More Details” window
• If you have given them the ability to see who else is invited, they can see if people have
accepted, declined, or indicated a maybe response
• They can schedule their own reminders
• Set their visibility preference
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You can see who has accepted the invitation :
• By clicking on the event in your calendar, the pop up
window will open
• You can see if invited people have accepted
• In the image to the right, four people are attending three guests and the “owner” of the invitation - Carol

Click on “Edit Event Details” For Alternate Way to See If Guests Attending:
• On right side, under “Guests,” you can see who voted, “yes,” “maybe,” or “no.”
• You can also see if you are awaiting other votes
• You can also remove invited guests in this window by clicking on the X
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Alternate Ways to Create Events:
1. Quick Add
2. Click inside a calendar date
1. “Quick Add” (blue link in top, left of sidebar).
Quick Add allows you to type words, and it interprets what you mean and
automatically adds the event to the calendar. It can interpret title, day, time, etc.
Do the following:
• Click the “Quick Add” link
• In the box that appears, type “Faculty Meeting on Thursday at 1:00 in Room
223”
• Hit “Add”
• The event is added on Thursday of the week you are in, and the time and room
number are also included
• Note: If you do not add a time, Google will create an “all day” event.

2. Or, click inside a calendar date:
• Window pops up
• Add info
• Click “Edit Event Details” to go to
larger screen

Adding Tasks:
You can add tasks to your calendar, and they can be hidden until you call them up. Use as
reminders or for to-lists:
• Click inside a calendar date
• Window pops up
• Choose “Task” and fill out the information
• When done, click “Create Task”
• Note: You will not see the task immediately (see below)
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Viewing Tasks You Created:
•
•
•
•
•
•
•
•

In the left sidebar, click the word “Tasks”
A right sidebar will open with all the tasks you have created
You can re-arrange the order by dragging the tasks
You can delete tasks
Click the checkbox to show completed tasks (draw lines through tasks)
Click again to remove the lines
Click the arrow (>) next to the task to edit it
Click the blue link entitled, “Back To List” to return to the Task List

Task Sidebar
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More About Tasks:
In the right sidebar, click the word “Actions.” This will give you other
choices:
•
•
•
•
•
•
•

view completed tasks (the ones you drew lines through)
clear completed tasks
sort tasks by due date
print task list
move tasks up or down
edit details
see tips

To hide the Task Pane and tasks within the calendar, click on the
word “Tasks” in the left sidebar.

Sharing Calendars
Sharing Calendars With Specific People:
You can share your calendar with others,
and you can also view other people’s
calendars on your calendar. This is
particularly useful if you need to coordinate
dates and events with groups of people.
Examples of uses:
• test dates, homework dates,
meetings, activities
• school-wide events
• sports events
• field trips
Steps For Sharing Calendars:
1. Next to your calendar, click the drop
down arrow
2. Choose “Share This Calendar”
3. In the window that opens, add gmail
addresses of specific people
4. Type in the full email address
5. Others must have a Google account to
participate
6. Select permission settings for each
invited person
7. Click “Save” when done
8. Email invitations are sent to invited
people
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Calendar Views:
You can toggle among different views on your calendar:
• day
• week
• month
• 4 day view
• agenda
1. Click the buttons to see the different views.
2. In Agenda View, click the links to see more
information
Sample “Monthly View:

Sample “Weekly View:
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Notes
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