Google Calendar Tutorial – Text Script

Slide 2 – Where do you want to go?
Click on the text topics to go directly to that portion of the presentation. Or… you can progress through this tutorial by clicking the next and previous buttons in the lower right corner. To return back to this page at any time throughout the tutorial, click the Main Menu button located in the lower left corner of the slide.

Slide 3 - Why use Google Calendar?

Google Calendar is a free web-based calendar that allows people and organizations to organize events and appointments in one location. How does it differ from a desktop only application? It requires no software. Only an internet connection and a Google username and password are needed. You can update your calendar from any location with an internet connection.  The calendar can be printed from any computer and with many different printing options.

Slide 4 - Getting started

To get started: from the main Google page, click on MORE and then click on CALENDAR. Type in your Google account information. If you do not have a Google account, click on create an account.

Slide 5 - The window basics
Google Calendar is an easy to use calendar program. Some of the main window tools include the main view options. You can view your calendar by the day, week, month or next 4 days. You can also choose to view you agenda. This is a list of scheduled appointments displayed by date. 

To move to the next or previous month, use the thumbnail calendar on the left side of the screen. You can even view a range of days by selecting them in the thumbnail calendar. 

One unique feature of Google Calendar is the ability to view more than one calendar at once. For an organization, separate calendars could be used to schedule events in different rooms or for different staff members. For individuals, you can view events for different family members. The different calendars are color coded to make viewing multiple calendars easier to differentiate.

Slide 6 - Create a new event

Creating a new event or appointment is easy and can be done in several different ways. You can either click the "Create Event" link located in the upper left portion of the screen. You can also click the correct date and time for the event in the calendar for an "Add Event" window to display. Click "Edit Event Details" to add further information such as title, recurrence and location of the event. Click "Save" to display the appointment in the calendar.

Slide 7 - Set reminders

To set a reminder, open an event and click on "Edit Event Details". From here, click on "Add a Reminder". You can choose to be reminded either with an email message or with a pop-up screen on your computer.

Slide 8 - Printing

There are many options to print your Google Calendar. You can print from any of the different views for your calendar. Once you have chosen the view you would like to print, click on the print link. In the next window, you can change the size of the font or the orientation. Once the preview displays as you would like, click the print button at the bottom of the screen.

Slide 9 - Conclusion

Google Calendar allows you to maintain appointments for either your organization or your personal calendar from any computer. You can create events with recurrence and add reminders that notify you by either email or a computer pop-up window. Printing options are flexible and produce useful hard copies of your web-based calendar. Google Calendar is an excellent alternative to the desktop calendar that allows you to maintain and edit appointments without being at your desktop computer.
Page 1 of 1                                                                                                                                                 Michelle Lynn

