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Quick Reference Guide for Google Apps - GCal

Welcome to your Quick Reference Guide for Google Apps!

This guide will assist you with the transition to Google Apps and offer quick reference points to questions that
may arise after Google Calendar training. This guide also includes the following links to popular areas within
the User Experience Site:

o Frequently Asked Questions

o A Google Comparison Document (Life After Notes) in the Knowledge Center

Calendar Training
General (Settings -> Calendar Settings -> General)

Setting Time Zone(s)

GCal initially follows your Windows computer time, however, it can be manually changed within the Calendar Settings
control panel.

Your current time zone: | (GMWT-05:00) Eastern Time ;I

I Display all time zones
Show an additional tirme zone

Multiple Time Zones on your calendar:

GCal enables you to view multiple Time Zones within your Calendar views. This allows for easier scheduling for members
located in various time zones.

Your current time zone: | {GMT-05:00) Eastern Time LI
Additional time zone
I(GMT-EIE:EIEI} Central Time LI

I Display all time zones

Timezone(s) shows on left side of calendar:
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Set what day the week starts on :

Users have the ability to start their calendar week on Saturday, Sunday, or Monday

Week starts on: | Sunday 'I

Adding invitations to calendar:

Users have the ability to put calendar invites into their calendar, regardless of whether they’ve accepted the invite or
not.

Automatically add invitations to my calendar: " o

L3 Yes, but don't send event reminders unless | have responded "Yes" or "Maybe"
& Mo, anly show invitations to which | have responded

Calendars(Settings -> Calendar Settings -> Calendars)

Sharing your calendar:

Calendars can be shared both inside and outside of the GSA.gov domain.
e Make changes AND manage sharing (READ/WRITE ACCESS with ability to SHARE calendar with others)
e Make changes to events (READ/WRITE ACCESS)
e See all event details (READ ONLY ACCESS)
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e See only free/busy (hide details) - Only option available when sharing outside of GSA.gov domain.

To share calendar, select the Calendars tab inside the Calendar Settings area.

SHARING

Share this calendar Delete

e You have the ability to share the calendar to the public - only option is “See only free/busy (hide details) “
® You can also make the calendar public to all users on the GSA.gov domain.

I* Share this calendar with others Learn more

I wake this calendar public |See only freefbusy thide details) j

' Share this calendar with everyane in the arganization GSA.Qov |See all event details j

® You can also share your calendar with only specific users and set permissions.
Share with specific people

Person Permission Settings Remove

Enter ermnail address ' See all event details Ix] Add Persan

Permission Settings

See all event details ;l Add Person

Make changes AND manade sharing
IMake changes to events

See all event details

See only freefbusy (hide details)

*REMINDER: Users outside of the GSA.gov domain will only be able to see your events blocked out as “busy.”
(Screenshot from personal GMail Calendar)

Other calendars
11am

Add a coworker's calendar

Add ¥ Seftings ¥

e Users can request access to a co-workers calendar if it is not currently shared.
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Contact Email:

Request Access:

Add a coworker's calendar

?ﬁhris.keller@gsa.gw Add

Enter the email address of another person to view their
calendar. Mot all ofyour contacts will hawe calendar
information that is shared with vou, but you can invite them to
create a Google Calendar account, or share their calendar
wyith you.

You do not have access to chris.keller@gsa.qov’s
calendar

Typein a hriefmessage to request access to this calendar.

[I've been using Google Calendar to arganize my
calendar and share my schedule with coworkers. 1'd
like to be able to view your calendar to make
scheduling things together even easier,

mend Reguest

® The co-worker will receive an email requesting to accept the permission request
patrick.bishop@gsa.gov would like to view your calendar 1nbos | =

@ patrick.bishop@igsa.gov to me

I've been using Google Calendar to arganize my calendar and share my schedule with coworkers. I'd like to be able to view your

calendar to make scheduling things together even easier,

patrick. bishop@gsa. gov would like to view your calendar.

Ta accept this request, please visit:
http: ey, oogle. comfcalendarfrender? share=patrick. bishop %4005 3. oy

Thanks,

- The Google Calendar Team

“iew your calendar

Notifications (Settings -> Calendar Settings -> Notifications)

Notifications on events can be set in 3 different ways: Email, Pop-up, or SMS Text Message (if configured)

Notifications can be configured per calendar.

show details 12:35 PM (0 minutes ago)
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By default, remind mevia  [Email _»| 10 [minutes =| before each event remove

[Pop-up =] 10 [minutes »| hefore each event remove
Add a reminder

Adding Calendar Events:

Quick Add:

Select the “Quick add” button which will display a popup to insert events in sentence format.
'ﬂ G5A.gav - Calendar ‘ Create event Quick add  Today [ B30 Mar 13 — 19 2011
C & htps:/fwww Quick Add

Mail Calendar Docurments Sites | | Audd

Example: Dinner with Michael 7pm tamaorrows

GSA

Create event | Qluick add Todz

Click on specific time slot:

Click on a block within the calendar view and a popup bubble will appear for you to enter your event

When:  Maon, March 14, Gam — 9am
Wihat:

e.d., Breakfast at Tiffany's

Create event Edit event details »

Click on Edit event details:

To enter detailed information, select the “Edit event details >>” link. All Day Events, Repeating Events, Reminders,
attachments, and sharing can all be done within this window.
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Click to add a title

24452011 4:30am to &:30am 3A4.2011
™ Allday [ Repeat...
Event details Find a time

Time zone

Where

Calendar |chris.ke|ler@gsa.gwj

Add: Guests | RBooms, ete.

Enter email addresses

Description

Attachment Add attachment

Reminders |F'|:|p-upj 1D|minutesj X

| Email j 1D|minutesj x

Add 3 reminder

Add

Guests can | modify event
M invite others
M see guest list

After adding a person, you can click on “Find a time” to view their availability:

If sharing permissions are enabled on attendees GSA.gov account, you will have the

ability to compare schedules to select a time that may suit all potential attendees.
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Click to add a title

372011 3:00pm to 4:00pm 372011 Time zone

I Al day T Repeat...

Event details Find a time
Goto event | Show guests: all - required - none How to uze this tool
Today [ B8 Thursday, Mar 17, 2011 Refresh all Day = Week
chriz kelleri@gsa.goy Patrick Bizhop

GMT-06  GhT-05

10am ﬂ

1 DEm 11am
12pm

2piT 1pm

1:30p — Z2:30p
Lotus Mates Team Meeting

4pim Spm

Add: Guests | Rooms, etc.

Enter email addresses

Add

Make zome attendees optional

Guests (4 Email quest
chris.keller@gsa.gov ]
i=trick RBichon B

Guests can | madify event
M irnite others
M see guest list

My Calendars vs Other Calendars :

My Calendars are calendars that you have FULL Read/Write/Share access to. Even if
you did not create the calendar, as long has you have Share access, it will be listed
under My Calendars.

Other Calendars are calendars that you only have Read Only access to. These Calendars
are controlled by someone else and you can only view them.

*To hide a calendar from being visible, click on it’s name and the colored background
will turn white and all events will be removed from calendar view.

My calendars =

patrickbishopidgsa.goy

dd | Settings

Other calendars

Add & coworker's calendar

IS Holi
Add ¥ Seftings

Calendar Tasks :
Tasks

patrick.bishop’s list
|

X Tasks x
patrick.bishop’s list

> [P e e P A e
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When Clicking on the Tasks Icon on the calendar, a Tasks panel will appears on the right side of the screen. To add a
Task, simply begin typing next to the check box.

To add a detailed description or Task Due Date, click the arrow (>) button. The task will appear on the calendar in
the “All Day” events section.

When a task is completed, click the checkbox next to the Task and the title will become stastredout:

W Complete Training Tuta




