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Google Apps | Become an expert

Google Calendar

for Administrative Assistants

If you directly manage others’ calendars, this is the Google Calendar guide for
you. In this guide, you will learn about setting up delegated Google calendars,
common Google Calendar tasks, tips and tricks to improve efficiency, and
recommended Google Calendar Labs for administrative assistants.

See the Calendar page and the Calendar FAQs in the Google Apps Learning
Center for more tips and "how-to’s."
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Getting Started

Access your manager’s calendar

If your manager delegates his or her Google Calendar to you, you can do the following on your manager's behalf:

Respond to event invitations

Create new events

Modify existing events

Manage sharing (if your permission is set to Make changes AND manage sharing)

However, you can't do the following in your manager's Calendar account:

e Change account settings, such as language, time zone, or automatically adding invitations to the calendar
e Use Task lists
e Access your manager's Gmail contact groups

Set up delegated access

Before you can manage your manager's calendar, you must first gain access to his or her calendar, as follows:

1. Have your manager log in to his or her Google Calendar.

2. In your manager's calendar, go to the My calendars section, and click the down arrow that appears to the
right of your manager’s name.

3. Select Share this calendar from the drop-down.

« My calendars =
laria Manager = - pm N
Tasks Display enly this Calendar

=

Calendar settings

Onher calendars )
M Create event on this calendar

. . Share this Calendar
W US Holidays i::z
GEmcanons

EEEENN
aEn
EEN
(1]l

4. Inthe Person field, type your primary email address.
5. In the drop-down menu, select the appropriate permission, and then click Save.

Make changes to events lets you edit your manager's calendar

Make changes AND manage sharing lets you edit the calendar's sharing options, too. (For
example, you can give another admin access to your manager’s calendar while you are away on
vacation.)



Google Calendar for Administrative Assistants DN: GA-GCAA_101.0

Maria Manager Details

Calzndar Details  Share this Calendar  Hotifications
« Hack to calendar | Sawe | | Cancel

4] Share this calendar with others Leam mare

[ Make this calandar publec | Sae only freafousy (hida details) :
¥ 3hare this calendar with evaryona in tha organization electric-automotive.org  See all avent details E
Share with specific people
Parson Permission Sellings Rémawe
E | Seo all event delails [+] [AddPerson

“maria.managerielectric-automotive.com™ <maria.manager@electric-automotive.com®  Make changes AND manage shanng

by admin@electric-automotive.com” <am.admin@eloclric-aummotive.cow| Make changes AND manage shafing | = 7
Make changas AND manage shanng b
Make changes 1o events

See all event details

« Back to calendar See only ree/busy (hide details)

You now have access to your manager's calendar and can see and modify all meetings on the calendar, including
private and confidential events. (You may wish to remind your manager of this fact.)

If you have Make changes AND manage sharing access to your manager’s calendar, you'll now see your
manager's calendar in your own account in the My calendars list on the left.

+ My calendars v
B Abby Admin
Maria Manager

B Tasks

If you have Make changes to events access to your manager’s calendar, you'll see your manager's calendar in
your own account in the Other calendars section.

Tip: To easily distinguish your calendar from your manager’s calendar, choose very distinct colors for each
calendar, such as red and blue. Change the color of a calendar by going to the My calendar section, hovering
over the calendar, clicking the down arrow that appears, and selecting a new color from the grid.

How events appear to guests

If you create an event on behalf of your manager and send out an invitation email to event guests, you appear as
the sender of the email (1). When guests view the actual email, your manager appears in the top Who field (2). In
the bottom Who field, your manager appears as the organizer (3), and you appear as the creator (4).
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For example:

Invitation: Reorg brainstorming session @ Tue Feb 1 2pm - 3pm (isabella@electric-automotive.com)

|& Abby Admin to me, Maria |o show details 2:56 PM (6 minutes ago) Eu. 4 Reply ¥
Ti'e: Reorg brainstorming session Your Agenda for Tue Feb 1, 2011
When: Tue Feb 1 2pm — 3pm (PST) 10am Team Meeting
I‘-'\'hl:r Maria Manager‘l 1pm Taam session
maore details » 2pm Reorg brainstorming session
|Gning? Yes - Maybe - No Mo later evenls

views my calendar »

Reorg brainstorming session more details »

Let's get together and discuss the upcoming reorganization. Bring ideas!

When Tue Feb 1 2pm — 3pm Pacific Time

Calandar | fit-

Who |- Maria Manager-c-g.-.-n:-.-- |9
O

electnc-autamotive com - creator 0

« |sabella Maretti

Going? Yes - Maybe - No more aptions »

When guests click on the event in their calendar, you appear as the creator, and your manager’s calendar
appears as the calendar. However, your name is not included in the guest list.

For example:

El Reorg brainstorming session x

Thu, Dacember 1, 1pm - 2pm

Calendar Maria
Created by abby admin@electric-automotive.com
Who Mana, |zabella

Geing? Yes - Maybe - No | Remove More details »

Receive notifications for your manager’s calendar

Notifications for your manager’s calendar are disabled by default--if you want to receive notifications for your
manager’s calendar events, you must manually enable them.

Note: When you enable notifications for a calendar shared with you, you are not enabling notifications for the
calendar owner. (That is, when you enable notifications for your delegated view of your manager’s calendar,
5
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you’re the only one who receives notifications; your manager doesn’t, unless he or she has personally set up
notifications.)

To receive email and pop-up notifications for your manager's calendar, follow these steps:
1. Login to your Google Calendar.
Your manager's calendar appears in the My calendars list, and his or her meetings appear on your

calendar.

Note: If you cannot see your manager's events in your calendar, click his or her calendar in the list to
highlight it.

3. Hover over your manager's calendar, click the down arrow that appears, and select Notifications.

o

» My calendars =]
i
I Aoty Admin pm 10am
Maria Manager =
[ Tasks Display only this Calendar

Hide this calendar from the hist
Oth lend .
' =1 ealsndars Calendar settings
Creste event on this calendar

Share this Calendar
Haotfications -{'j

EEEEEN

(11
EEEN
EEEN

4. In the Event reminders section, click Add a reminder.
5. Select either Email or Pop-up from the drop-down. (If you'd like both options, click Add a reminder

again.)
Maria Manager Details
Calendar Details — Share this Calendar — Notifications
« Back to calendar | Save | | Cancel
Event reminders: _ _
Unless otherwize speciied B defaull remindmevia | Email [+] 10 | minutes (=] before each event remove
by the indnadual event Email (der
| Pop-up™

6. Once you've customized your event reminders, select the invitations for which you want to be notified. To
start, you can select all notifications, and later remove the notifications you don't need.
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Calendar Details  Share this Calendar Mofifications

« Back lo calendar

Event reminders:

Unless olherwise specfied by By default, remindmevia  Emall [=] 10 | minutes [=] before each event remove
the individual event Popup[+] 10 | minutes [+] before each eventismave

Add a reminder

Choose how you would like to
: Email SMS

be notified:
Hew events: i
Racaive anoliication when somaona sends vou an invitalion 1o an evenl.
Changed events: = O
Receive a nofification when someone sends an updale about a changed event
Canceled events: 7l M
Receive a notification when someone sends an update about a cancelled event.
Event responses: [+
Receie a notification when guests respond to an event for which you can see the guest list.
Daily agenda: ¥

Racaive an email with your agenda every day al Sam in your current tima zone.

Note: If you select the Daily agenda option, the emailed agenda won’t reflect any event changes made after 5am
in your local time zone.

Tips on using notifications

If you and your manager have each set up email notifications for new invitations, your manager will receive
an "Invitation" email in his or her Inbox, and you’ll receive a "New Event" email in your own Inbox. For example:

Your manager's Inbox

Archive | Reporispom  Dekie Wove io¥ | Lobeis¥ More actions¥ Refrash 1-Tof7
Select: All, Mone, Read, Unread, Stared, Unstarred
Hm| Isabella Moretti Invitation:|[Revenue Review @ Fri Jul 2 3pm - 4pm (maria.manager@electric-automotive.com) - more detals » 5 11:06 am

Your Inbox

Archive | Reportspam | Delte | | Moveto®  Labals¥ More actions¥ | Refrach 1-90f9
Select: All, Mone, Read, Unread, Stamed, Unstamed
] Isabella Moreti | New Evenuhevenue Review @ Fri Jul 2 2pm - 3pm (maria.manager@electric-automotive.com) - more details 5 11:06 am

These different email subjects allow you to easily distinguish your own invitation notifications from your
manager’s.
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Work with your manager’s calendar

Accept or decline events on behalf of your manager

You have three options for doing this:

e Accept or decline from the delegated Calendar view
You can respond from the invitation that appears on your manager's calendar (which is shared with you).
Just click anywhere on the event, and then click Yes, Maybe, No, or Remove.

E Revenue Review x
Fn, January 6, 2012, 9am - 10am

Calendar isabella@electric-automotive com
Who isabella@electric-automotive.com, Maria

Going? Ygs - Maybe - No | Remaove More details »
—&ue Review

e Accept or decline from delegated Gmail
If your manager has given you access to his or her Gmail account, you can also respond from
the “Invitation” email in your delegated view of your manager’s Inbox. Just click Yes, Maybe, or No in the
Going? section.

Note: Your manager must have personally set up notifications for his or her own calendar in order to
receive this email.
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Invitation: Revenue Review @ Fri Jan 6 9am - 10am =
(maria.manager@electric-automotive.com) kb x

Isabella Moretti isabellz@sle: FE 1:26 PM {21 howrs aga) - -
to me [+

Title: Revenue Review Your Agenda for Fri Jan 6, 2012
When: Fii Jan 6 9am - 10am (PST)

Who: i1sabella@electnc-
autometive.com®

Mo eardier svents
Sam Revenue Review

Ne later evenfs

mora delails »
Going? I@ - Maybe - No i 1 -
Revenue Review more details »
When Fn Jan & 9am — 10am Pacific Time
Calendar maria managerni@elactric- motive
Who + |sabella@electric-automotve. com - crganizers

« Mana Manager

Going? Yes - Maybe - No more options »

e Accept or decline from email notifications

If you've set up email naotifications for your manager’s calendar, you can respond directly from the "New
Event" email you receive in your Inbox. Click Yes, Maybe, or No in the Going? section.

New Event: Revenue Review @ Fri Jan 6 9am - 10am a8
{maria.manager@electric-automotive.com) inbox %
Isabella Moretti isabella@elzctric-au Gl 1:26 PM (21 hours ago) - -
tome =
Title: Revenue Review Your Agenda for Fri Jan 6, 2012

When: FriJan & 9am — 10am (PST)

Wha: izabella@elactnic-
automotive.com®

No eardier events

9am Revenue Review

i No later events
mare delails s
Going? - Maybe - No jaw oy calendar ;
Revenue Review more details »
When Fri Jan & 9am — 10am Pacific Tims
Calendar maria manages@ealectic-automotive com
Who + isabellaf@alectnc-autamotive com - arganize

« Maria Manager

Add a note to the invitation response

If you want to add a note to your response to an event, go to the event details page. You can do this by:
e Clicking the actual event name (such as Team Meeting)

e Double-clicking anywhere on the event
e Clicking anywhere on the event, and then clicking More details in the pop-up
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On the event details page, you can add your note to the Going? section near the top of the screen, and click
Save. Because not all people choose to get notifications about event responses, you may also want to email the
meeting owner with any important messages.

- m Niscard changes Delete | Maore Actions El

Going? | Yes* guests I'm on vacation this day. 1l email
© Maybe my status update to Isabella

befora | leava.
@ No 4

Team Meeting

See meeting status at a glance (invitation, accepted, declined)

You can quickly view your meeting status without going into the event details page.

Event invitations
Event invitations to which you haven'’t yet responded have a reply arrow before the meeting time.

10— 11
eam Meeting

Events with a “Maybe” response
Event invitations to which you’ve responded “Maybe” have a question mark before the meeting time.

eam Meeting

H|10-11 |

Accepted events
Accepted events don’t have a question mark.

Team Meeting

10— 11 |

Declined event
Declined events are dimmed, and the event title has a strike through it.

10 -11 |
B

10
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Other Calendar icons explained
When you hover your mouse over Calendar events, you might notice other icons at the top of the event. Below is
a list of the icons you will see and a description of what each icon represents.

C] One or more reminders set for the event

o One or more individuals invited to the event
& Private event

L= Recurring or repeating event

ZEN single event moved from a recurring or repeating event

Create events on behalf of your manager

Creating an event on behalf of your manager is as easy as creating an event on your own calendar, but there are
a few things to keep in mind.

Schedule on your manager's calendar

If you have both your manager’s and your own calendar open at the same time, the default calendar for creating
new events is your own calendar. If you're in a rush, it's easy to forget to choose your manager’s calendar from
the Calendar drop-down on the event creation pop-up.

Each time you create an event on behalf of your manager, remember to check that you're creating it on your
manager’s calendar and not your own.

Event | Appointment slots New:! x

When: Tue, November 22, 1pm - 2pm

What: Candidate Review
€.0., Breakfast at Titfany's
Calendar: Abby Admin =
Abby Admi
Create eycibaligiitmbi=i

Tip: If you find you have trouble with viewing your calendar and your manager’s calendar at the same time, try

using two separate browser tabs (or windows, if your browser doesn’t have tabs). Use one tab (or window) for
your own calendar and a different one for your manager’s.

Choose privacy setting

1"
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Managers often have sensitive or confidential meetings, so to keep meeting details private, you can select the
Private radio button in the Privacy section of the event details page. Rest assured that only meeting participants
and people with manage sharing access to the calendar can see event details when the event is set to Private.

Show me as ) Available @ Busy
Privacy © Default © Public @& Private

Learn more about private vs public events

Note: If most of your manager’s meetings are confidential, you can change the default sharing options for your
manager’s calendar so that other people in your organization will only be able to see free/busy details or not
be able to see your manager’s calendar at all. To do this, your permission must be set to Make changes AND
manage sharing.

Here’s how:

1. In your Google Calendar, click the drop-down arrow next to your manager's calendar, and select Share
this calendar.

2. If you want others in your organization to only be able to see free/busy information, make sure the Share
this calendar with others box is checked. Then, choose See only free/busy (hide details) from the
drop-down.

Maria Manager Details

Calendar Details ~ Share this Calendar Motifications

« Back to calendar | Save

Share this calendar with others Leam mors

["] Make this calendar public See only free/busy (hide details) Zl

Share this calendar with everyone in the organization electric-automotive.org || See all event details E[

See all event details
See only free/busy (hide detalls) h

3. If you don’t want anyone in your organization to view your manager’s calendar, uncheck the Share this
calendar with others box.
4. Click Save.

Specify the event time zone

If your manager travels a lot, it can be a headache to schedule meetings in different time zones. With Google
Calendar, you can easily specify the time zone for a given event.

Events will appear on your calendar according to your current time zone, and when you change to your
destination time zone, they’ll be in the right place.

1. Just click the Time zone link to the right of the date and time fields on the event details page.

12
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- o

- Client dinner in Paris

11792011 2:00pm to 3:00pm 11402011 Tima zone

TIAl day [T Repeat...

2. Next, specify the event time zone in the pop-up. If you want, you can even set up events that start in one
time zone and end in another, ideal for those of you with managers who fly often.

Event Time Zone X

"IUse separate start and end time zonas

| France

=] E]

|(GMT+01.00) Paris

(o ()

3. Click Done.

Invitations and Events

Invite guests to events

To add one or more guests to an event, do the following:

1. Go to the event details page of your event.
2. In the Add: Guests section on the right side of the page, type your first guest’'s email address.

Add: Guests | Rooins, etc.

apple

| “Mary Appleby” <ma@eslectric-automotive.com:=

ake gome allendeas IJEUI]Ml
Guests

abby.admin@electric-automotive.c... =
Guests can || modify event

[#irwite others
see guest list

13
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3. Continue adding your guests’ email addresses one by one
4. |If desired, fill in the rest of the fields on the page.
5. Click Save.

Check availability of guests

When you want to invite guests to events, you have two options to see when each guest is available.

Option 1. Check availability in an event
In the event details page, click the Find a time tab.

- -

Performance Review

11872012 1:00pm to 2:00pm 1/18/2012 Time zone

Flal day [E Repeat. .

Event details Find 'E Lims

Where

Calendar  Abby Admin EI

Then, add guests to view their availability.

Performance Review

1182012 1:00gm to X 00pm 1182012 Tirme zone

Clal day | Regeat...

Everil delails

Go to evant | Show guests: all - requirad - none Howe bo yse fhis jopt | Add: Guests | Rooms, eto
Today | £ % \Wednesday, Jan 18, 2012 By Vieek jal | A
———— - — | “Jasmine Camine” <jcarmine@electric

ST PET
Hake some atiendees optonal

Guests ) Emad guests

Isabella Morett F 3

Mary Appleby

A1:30 = 12:30p

® oK

Guests can | mocdiy event
¥limita othars
¥ sea guest list

Option 2. Check availability through calendars
You can also overlay other calendars on your calendar. Each calendar appears in a different color, so you can tell
exactly who is busy and when. To overlay calendars:

14
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In the Other calendars list on the left of your calendar, type the names or email addresses of the employees
whose calendars you would like to add. Once you add a calendar, you can click on it to toggle it on or off.

Calendar Today £ > Jan 8§ = 14, 2012
CREATE v Sun 1/8 Maon 1/9 T
» Mini calendar GMT  PST
» My calendars v] | &pm| 12pm
~ Other calendars -] r
E-d | a1 T
[ 430p— 2:30p

Note: A long list of calendars in the Other calendars list can make your calendar slow to load. (See Optimize
Calendar load time below.)

Invite Google groups to events

If you or your Google Apps administrator has created Google groups (mailing lists) for your organization, you
can invite a group to a meeting. Simply enter the single address for the group as a guest, instead of entering the
individual addresses of all the members of the group.

Add: Guests | Rooms, etc.

core-tel

| "Core Team” =core-team@electric-automaotive com=

Guests can || modify event
[Fimite others
[¥ see guest list

After you've entered the group’s address, the Guests field will populate with the individual group members, as
seen below. If you want to exclude any group members, you can click the “X” to the right of their names.

15
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Add: Guests | HRooms., etc.

Enter email addresses Add

Wake some attendees optional
Guests

Andrew Crispin

Kyle Kits

Maria Manager

X X X X

Yumiko Kurata

Note: If the group is updated (new members, deleted members, etc.) after the Google Calendar invitation has
been created, the invitation does not capture those changes.

Select options for your guests in the “Guests can” section

When you invite guests to events, the invite others and see guest list boxes are checked by default.

Add: Guests | Rooms, etc.
Enter email addresses Add
Guests can . modify event
“linvite others
V! see guest list

If you'd like your guests to be able to edit event details--such as adding rooms, adjusting the time, or adding
attachments--you can also check the modify event box.

Schedule rooms or other resources

If your Google Apps administrator has created Calendar resources (such as rooms, projectors, or other shared
resources) for your domain, you can add resources to your events much the same way you invite guests to your
events.

1. Go to the event details page of your meeting.
2. In the Add: section, click Rooms, etc.

3. Do either of the following:

e Start typing any part of the room or other resource's name in the "Filter room" box. A list of
matching resources appears in the list.

For example, in the following screenshot, when you start typing ca, two rooms populate: Acadia
and Bryce Canyon.

16
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Add: Guestz | Rooms, etc.

cg

Show only available

B Add Acadia (4)
u Add Bryce Canyon (10)

al -
Close

e Browse the list to find the room or other resource you want to book. For example:

Add: Guests | Rooms, etc.

[¥] show only availabie

& Bldg1

® Bldg2

£ Bldg3
B Add Bldg3-Altantis (VC 12)
B Add Bldg3-Challenger (VC G)
B Add Eldg3-Columbia (VC 5)
B Add Bldg3-Endeavour (4)
B Add Bldg3-Intervew Room A
B Add Bldg3-Interiew Room B
B Add Bldg3-Projector A
H Add Bldg3-Frojector B

4. Check if the resource is available during the time of your meeting

= _ Available
E - Not available

5. To book an available resource, click Add (to the left of the resource name). If there aren’t any available

resources, try changing the time or day of your event. To easily find a time that works for all guests and
resources, click the Find a time tab.

6. After you've entered all event details, remember to click the Save button.

Schedule recurring events

Google Calendar makes it easy to schedule recurring (repeating) events. Here’s how:

1. Go to the event details page.
2. Check the box to the left of Repeat.

17



Google Calendar for Administrative Assistants DN: GA-GCAA_101.0

Weekly Revenue Meeting

142472012 9:00am to 10:00am 172452012 Tima zona

Iy dayl ﬂﬂepeal...

Event details Find a time

3. Inthe Repeat pop-up, select an option from the Repeats drop-down.

| Repeat x

Repeats: | Monthly -
Draily

Repeat every: | | Every weekday (Mon-Eri)
Every Mon., Wed., and Fri.

| Repeat by: | |Eery Tues., ana Thurs. the week
Starts on:
| Ends:
D) After DCCUITENCES
| ' On |

Summary: Monthly on day 24

Done || Cancel

4. Depending on your selection from the Repeats drop-down list, further define how the meeting recurs,
including specifying start and end dates (if applicable).
5. Finish creating your meeting as usual.

Notify guests about events

As you've probably already learned, when you save a newly created event, a pop-up automatically asks you
if you'd like to send invitations to guests. However, there might also be times when you want to contact only
a subset of guests, or you might want to contact all guests without making changes to the event details. This
section tells you how to email which guests you want to email when you want to email them.

Email guests about event

Occasionally, you might want to email all or some guests after you've already created and saved an event. For
example, you might want to remind people who haven’t responded to an event to respond. Or you might also
want to email instructions to all guests who replied Yes.

1. Go to the event details page of the event.
18



Google Calendar for Administrative Assistants DN: GA-GCAA_101.0

2. Inthe Guests section, click Email guests.
3. In the pop-up, you can choose to email all guests or a subset of guests, such as those who have replied
Yes.

Note: You can uncheck both the Yes and No boxes, and you can also manually enter additional emails
into the address field.

Send an email to guests X

Enter the message you would ke to send to the guests of this event.

[ONo (2 @

“Maria Manager” <maria managen@electric-automaiive com>,
“Yumiko Kurata™ <ykurata@electric-automative. com>

Subgect: I[UP'UEIIB] Team Meeting |

Message:
update the team an your projects!

I'm glad you can make it to the meeting tomorraw. Be ready to ‘

Mote: event infarmation will be included in the message
[¥1Send copy to myself

[Send][ Dion't send ]

4. After you've selected which guests you want to email, fill out the Message field.
5. Click Send.

Send event invitations only to specific guests

If you want to avoid clogging guests’ Inboxes with invitations to events they already know about, you can send
event invitations only to those guests who aren’t already aware of the event. Here’s how:

Begin scheduling the event.

Add the people to whom you don't want to send notifications.

Click Save, and select Don’t send in the Send invitations? pop-up.

Open the meeting again, and add the people to whom you want to send notifications.

Don't make any other modifications to the meeting before you save it. If you change the time, room,
description, etc., Google Calendar will send the updated notification to all guests on the meeting list. The
only time Google Calendar sends an update to only new guests is if your only change to a meeting is to
add guests.

6. Click Save, and select Send in the Send invitations? pop-up to send invitations to new guest.

7. Only the newly added guests will receive the email notification.

aprwDdD =

Note: Individual users can set a preference to not receive notifications.

Create event reminders only your manager can see

In previous calendar applications, you might have been used to adding event notes that only your manager could
see. However, in Google Calendar, if you are the meeting organizer, any note you add in the event’s Description
field appears in the event on every guest's calendar.

19
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If you want to create meeting reminders that appear only on your manager’s calendar, you have a few different
options:

e If someone else is the meeting organizer, you can add a note in the event’s Description field on your
manager’s calendar. This note will only appear on your manager’s calendar, but depending on the privacy
settings for your manager’s calendar, people who view your manager’s calendar may be able to see the
note. (To make the note private, select the Private radio button in the Privacy section of the event details

page.)

Important: If the meeting organizer updates the Description field in which you put the note, your note
will be overwritten.

e On your manager’s calendar, you can create a separate event at the same time as the original event.
In the new event’s Description field, you can add all of the essential information your manager needs
to know. You can even add attachments. (If any of this information is sensitive, remember to select the
Private radio button in the Privacy section.)

Alternatively, you can always email or chat event reminders to your manager with Gmail.

Edit event details later

There are many reasons why you may need to change event details after you've already created an event--
you may need to change the time or day, or you may even need to duplicate the event or transfer ownership to
another person.

Send updates to guests when you edit event details

If your event includes guests, and if you change the event by editing the event details page, the Send update?
pop-up will appear after you click Save. Click Send or Don’t send to update existing guests.

Send update? x

Would you like to send updates to existing guests?

ISendI Dont send J

T e T e T T e

Drag and drop event to change time or day

If you need to change just the event time and/or day (and leave all other event details the same), you can simply
left-click on the event and drag it to a new time slot. If your event includes guests, follow the prompt to update
them about the changes.
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F l
I
(e Send notification? x |8

Wauld you like to natfy quests of your changes? o

|Send || Dontsend ||  Cancel this change

Duplicate events
If you need to create an event with similar details to an existing event, you can save time by duplicating the
existing event and changing only the relevant details.

To duplicate an event, go to the event details page for the event that you want to duplicate, and then, in the More
Actions drop-down list, select Duplicate Event. The event details page for the new event will appear.

+- Discard changes Detete | Mare Actions (=]
Mare Actions
Going? @ + QHGSIS Add a note Chanos (lamar
. ) P o I Duu:ate Event | J
' Mayba e N ERE ST
£ No Copy to Private Meeting Room
_Copy te Executive Conference Room
Weekly Call

Transfer ownership of an event

If someone else takes over responsibility for an event you created (such as a recurring meeting), you can transfer
the ownership of the event. This means that the new person “owns” the event and can make changes to it.

To transfer ownership:

Open the event you want to transfer from the calendar of the original owner.

Select Change Owner from the More Actions drop-down menu (next to the Delete button).
Type the email address of the new owner in the New Owner field.

If desired, customize the email message.

Click Change Owner.

o wbd=

The new owner will receive a notification email, and he or she should click the included link to accept ownership
of the event.

Note: Even though the new owner now controls the event, the original owner’'s name will still appear in the
Created by field.

When guests edit event details on their own calendars

Unless you've allowed guests to modify events (see Select options for your guests in the “Guests can” section
above), only the person who created the event can make changes that appear on all guests’ calendars. If guests
change details about an event, their changes show up only on their calendars.
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Additionally, if the event creator modifies an event, the creator’s updates override any changes that guests have
made to their own calendars.

For example, if you create an event and invite John, and then John adds a new room, the room change will show
up only on John's calendar. If, however, you later change the time of the event, the event will be moved to a
different time on John's calendar, and the room change that John made will no longer appear on his calendar.

Manage Calendars

Print calendars

1. Make sure only the calendars you want to print are highlighted in your list under My Calendars. If not,
simply click the calendars to select or deselect them.
2. At the top of the calendar view, select the time frame you want to print; for example, select Day or Week.

Dy Week Month 5 Days Agenda =] % (e
Thu 112 Fri 1113 Sat14
[ Leave for Buenos Aires |

[7=SetUp Now i O] 1 -+ s0

T30 630 Buenos Airas

|78 — New Hire Orientation

3. Click the printicon. In the Calendar Print Preview window, you can select a font size, page orientation,
and other options.
4. Select the options you want, and then click Print.

T-8
Spinning Class

Customize your Calendar view
Quickly view just one calendar

If you have several calendars open and want to quickly view just one of them, click the down arrow next to the
calendar you want to view, and select Display only this calendar.
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= Dther calendars -
Bam
Andrew Crispin = 5 e
B 4nn Petlipaw Display only this Calendar :
Hide this calendar fram the

Everglades (VC 20)

Calendar settings
M I=abella Maretti

Motifications
Kyle Kits

Laurie Smith . . . . . .
Mary Appleby . . .

FEEN
Parry Petars . . . -
LIS Holidays
11 3pm

Yosemile (VC B)

When you want to show additional calendars, click the names of the calendars to highlight them.

Show an additional time zone

If you work with colleagues or clients in multiple time zones, scheduling meetings can sometimes be confusing.
To make your job easier, on your calendar, you can display another time zone in addition to your current time
zone.

Here’s how:

1. Select Settings from the Settings gear O drop-down in the upper right corner of your screen.
2. On the General tab, click Show an additional time zone.

Calendar Settings

General Calendars Mobile Setup Labs

« Back to calendar

Language: English (US) =

United States [+]
(choose a different country fo see othertime zones)

Country:

Your carvent ting zona: (GMT-08:00) Pacific Time ELabel: P3T

[l Display all time zones

Show an additional ime ECII'IEq

3. Choose a time zone from the Additional time zone drop-down. (To see time zones outside your country,
check the Display all time zones.)
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Calendar Settings

Geperal Calendars Mobile Setup Labs

« Back to calendar | Save Cancel

Language: English (US) [«]
Country:  United States E]
(choose a different country to see other time zones)
Your current time zone: (GMT-08:00) Pacific Time [=]Labet: PST
Additional time zone
(GMT+01;00) Paris E] _abel:

is play all ime zones

4. Type a name in the Label field.
5. Click Save. Your calendar will now display both time zones, as in the example below.

Today £ > Jan 8 - 14, 2012
Sun 1/8 Mon 1/3
GWMT PST
12pm
1[|ﬂ"|
| 1:30p - 2-30p
' Reorg
2pm hrainstarminag

Note: See the Specify the event time zone section above for an easy way to schedule events in another time
zone.

Hide declined meetings

If your calendar is cluttered with meetings you have declined, you can change your settings to hide all declined
meetings. There is no way to hide individual declined meetings.

1. Select Settings from the Settings gear Q drop-down in the upper right corner of your screen.
2. On the General tab, under Show events you have declined, select No.
3. Click Save.

Turn off automatically adding invitations to your calendar

1. Select Settings from the Settings gear ﬂ drop-down in the upper right corner of your screen.
2. On the General tab, under Automatically add invitations to my calendar, select No, only show
invitations to which | have responded.

Note: If your manager has set up his or her calendar to show only invitations to which he or she has responded,

your manager might miss a scheduled event. For example, if you schedule a meeting for your manager, but don't

send an email invitation, your manager will never learn of the meeting unless you specifically tell him or her about
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Optimize Calendar load time

If your Calendar account consistently takes a long time to load, check to see how many calendars you have

in your Other calendars list. Having multiple calendars in your Other calendars list makes overlaying those
calendars very convenient. However, having too many calendars in this list can increase the load time for your
calendar.

To hide a calendar from your Other calendars list, click the down arrow to the right of the calendar owner's
name, and then select Hide this calendar from the list.

Create new calendars

There are many reasons you might want to create and share calendars. For example, you might want to create:

team calendars to keep track of meetings, trainings, birthdays, vacations, and more
calendars for your manager's personal events (such as season tickets or fitness classes), which you
can overlay with your manager’s work calendar to make scheduling early/late meetings or business trips
easier

e calendars for rooms or resources that YOU control

Create a new calendar

Click the the small down arrow next to My calendars and select Create new calendar.

Enter a name for your calendar in the Calendar Name field.

If desired, enter the description, location, and time zone in the appropriate fields.

If you want to share your new calendar with the public or with everyone within your organization, click the

Share this calendar with others box, and then click either the public or organization box.

5. If you want to share the calendar with a specific person, enter his or her email address in the Person
field and select the appropriate permission from the Permission Settings drop-down. Repeat for each
additional person you want to add.

6. Click Create Calendar.

N =

Create a calendar for a room or resource that you control
If you manage the schedule of any private rooms or resources that aren’t available through the Where section of
your Google calendar, you can create a resource calendar.

To create a resource calendar, follow the instructions above for creating any new calendar. Once you've created
the calendar, you’ll need to adjust the settings. Here’s how:

1. Click the small down arrow next to your new resource calendar, and select Calendar settings.
2. In the Auto-accept invitations section, click the radio button next to the option that’s right for your
calendar.
Here’s an explanation of the two applicable options:
e Auto-accept invitations that do not conflict: New events are declined if an event is already

scheduled at the same time.
e Automatically add all invitations to this calendar: All events appear, regardless of conflicts.
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3. Click Save.
There are two options for other people to schedule events on the resource calendar that you control:

Option 1. Allow other people to edit all events
If you want other people to be able to make changes directly to the resource calendar, you can share the calendar
with them in the same way your manager shared his or her calendar with you.

Note: From the Permission Settings drop-down, you'll need to select either Make changes to events or Make
changes AND manage sharing.

Option 2. Allow other people to only edit their own events
However, if you want people to only be able to edit their own events and not those created by others, then there’s
a different way for them to schedule events.

1. For this method, you'll need to make sure that you've selected the Share this calendar with others box
under the Share this Calendar tab for your resource calendar.

2. Send the calendar’s email address to people who can schedule on the resource calendar. The calendar’s
email address is found in Calendar settings > Calendar Details in the Calendar Address section.

Calendar Address: {Calendar ID: electric-

Learn more automotive_com_3ppgcnbldTved sGed pnuvTub Tki@group_calendar.google.com)
Change sharing This I3 the address for your calendar. Mo one can use this link unless you have made your calendar
seflings public

3. When other people want to schedule the resource that you manage, they can add the calendar’s email
address in the Guests field of their event.

Add: Guests | Hooms, etc.

electric-automotive_.com_3 Add

Make some attendees oplional
Guests

Maria Manager by
electric-automotive.com_3ppagcnb...

Suggested times

Guests can | modify event
Vlinvite others
V| see guest list

Calendar Tips & Tricks

Save time with Calendar keyboard shortcuts
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You can save time managing your manager's calendar (and your own) by using keyboard shortcuts.

To enable keyboard shortcuts, select Settings from the Settings gear drop-down in the upper right corner of your
screen.

Enable keyboard shortcuts: ﬁ" fes
2 Mo
Leaam mare

Once you’ve enabled keyboard shortcuts, you'll be able to perform common tasks without moving your hands
from the keyboard. For example, type “c” to create an event, “e” to see event details, “t” to go to today’s date, “p”
to go to the previous period, “n” to go to the next period, “s” to go to your Calendar account settings, and much

more.

While working in Google Calendar, type “Shift+?” at any time to display a complete list of keyboard shortcuts
(keyboard shortcuts must first be enabled).

Use Tasks in Calendar

Create to-do lists and keep yourself on track by using Tasks in Calendar. To get started, just click Tasks under
the My Calendars section.

+ My calendars [+]
B Abby Admin

Maria Manager

Your Tasks list will display to the right of your calendar.

Today { » Jan 9-13, 2012 Day Week Month SDays Agenda More ~ 0 -
Mon 19 Tue 110 wed 1/11 Thu 112 Fri 113 Tasks
[ Print ifnerar | [CIPrepforthe ]| [T IScheduieTe| | Leave for Buen | Default List
GMT PST
[ Print itineraries
Man, Jan 9, 2012
10am Sre ] Prep for the Smith ¥
Team Group meeting
Meet Wed, Jan 11
11am 2012 - Related emai »
[ Schedule Tokyo flight >
12['"1 Thu, Jan 12, 2012
v
1pm
1:30p - 2-30p

?F""‘brnhzmnl‘nn
Actionss 4= i =»

To close your Tasks list, click Tasks under the My Calendars section again.

Alternatively, to minimize your Tasks list, click the small arrow between the Calendar vertical scroll bar and your
Tasks list. (You can click it again when you want to expand/maximize your Tasks list.)
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Fri 113 Tasks

Leave for Buen Default List

[ Print itineranes
Mon, Jan 9, 2012

[Tl Prep for the Smith »
Zroup meeting
Wed Jan 11,
2012 - Relgted email s

[C) Schedule Tokyo flight ¥
Thu, Jan 12, 2012

&

Actionse = I =»

You can create a new task in Calendar the same way you can in Gmail: just click the + sign at the bottom of the
Tasks section. However, the task won't display on the Tasks calendar itself unless you modify it and add a date.

To add a task directly to the Tasks calendar and list:

1. Determine the day on which the task should begin, and click in the area directly below the date.
2. Click Task on the pop-up window.

n M6 Tue 117 Wed 1718 Thu 119
Event ||Task x
Task:
Due date: Wed, January 18, 2012 I|
Mote:
Create task
[ Ao [ 2306=] _ —

3. Give the task a name and include any notes you wish to add.
4. Click Create task. The task will now appear both on the Tasks calendar and in the Tasks list.

To learn more about the Tasks gadget, visit the Google Calendar Help Center: http://www.google.com/support/
calendar/bin/answer.py?answer=146986

Add interesting calendars from Google Calendar

Google has a number of useful and interesting calendars--such as international holidays and week numbers--that
you can add to your Other calendars section for easy viewing.
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To add these (and other) calendars to your own account:

1. Click the small down arrow to the right of Other calendars, and choose Browse Interesting Calendars
from the drop-down.

2. Choose which type of calendar you want to add, and click the corresponding tab: Holidays, Sports, or
More*.

3. Click Subscribe to add specific calendars to your Other calendars list.

*Note: Many admin-friendly calendars can be found on the More tab:

e Resources for [your domain]
e Week Numbers
e Contacts’ birthdays and events

Add calendars for favorite resources (conference rooms)

If there are certain conference rooms you frequently use, you can add their calendars to your list of Other
calendars for fast and convenient viewing.

To add these (and other) calendars to your own account:

1. Click the small down arrow to the right of Other calendars, and choose Browse Interesting Calendars
from the drop-down.

2. Click the More tab, and then click Resources for [your domain].

To the right of the resource name, click the arrow (>).

4. Click Subscribe to add specific calendars to your Other calendars list.

w

Include “Add to my calendar” link in emails

If you want to notify a large group of people about an event but don’t want to clutter their calendars with unwanted
invitations, you can insert a special link into informational emails. If recipients are interested in the event, they can
then click the link to add the event to their own calendars. You should use this method only if tracking attendance
isn’t important.

To include an Add to my calendar link in emails:

1. In your Google Calendar account, create the calendar event as you normally would and save it.
2. Open the event details page, and below the Privacy options, click Publish event.

Show me as ) Ayailable @ Busy

Privacy @ Default © Public © Private

Learn more about private vs public evenis

3. You have two options for inserting the link into your informational email: Option 1 allows you to insert a
customizable text link, and Option 2 allows you to insert a Google Calendar button.

Option 1. Copy the URL to make a text link
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4.

Copy the unique URL that appears between the two quotation marks following the href attribute. (Make
sure not to copy the quotation marks themselves.) In the following example, you would want to copy the

highlighted text.

DN: GA-GCAA_101.0

Publish event x

Giual_eﬂalnndar

Put this code on your site so that visitors can easily add this event to their Google Calendar.

=a target="_blank" href="hitp://www_ google comfcalendar’hosted/electric-automotive com/event? o
action=TEMPLATE &tmeid=cXE4dmJkZDhheWIzEHRmYNIOTdrbWdidTQg Y WlieS5hZG 1pbkBIRGY) =
Q" ><img border="0" src="http:/fwww_google_com/calendarimages/ext/gc_button1_en gif></a> ~

Option 2. Copy the Google Calendar icon to make an image link

Alternatively, highlight the Google Calendar button by left-clicking your mouse and dragging your mouse

across it. Then, type Ctrl+C to copy it.

Publish event x

Put this code on your site so that vis ¥ aad this event to their Google Calendar.

<a target="_blank" hraf="http:/iwww_google. cnm-'calandar.-’husled-‘alectnc automotive. com/event? ia
action=TEMPLATE&tmeid=M3Fha2tnNmJsbDNyaXlzZTByZ Ghy MIRubWMgY Wi SShZG 1pbkBlbG =
"xaimg border="0" arc="http-fwww google com/icalendarimages/fext/gc_button1_an gif*»</ax e

In your Gmail account, begin composing your informational email.

Option 1. Copy the URL to make a text link

If you've chosen Option 1, type the text you want to use for your link (such as Add this event to my
calendar). Highlight the text, and click the Link symbol, as seen in the image. Then, paste the calendar

URL into the box below To what URL should this link go? and click OK.
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Subject  Optional team building opportunity
Attach afile Insert: Imatation

B 15 U T"FT'A'T'@#E
Hella East Coast Team,

| wanted to 21 you know about the optional team building opportunity next Thursday afternaon fram 2-3. Please add the
event to your calandar by clicking the link below.

Add this event ta my calenda

Best.

T «Plain Text Check Spelling -

Abby Admin
Executive Administrator

Option 2. Copy the Google Calendar icon to make an image link

If you've chosen Option 2, simply type Ctrl+V to paste the icon into your email.

Subject  Optional team building oppartunity
Attach afile Insert: Inwitstion

B 7 U T-T~-A-T-@e2j=zi=Z==19 T « Plain Text Check Speliing -

Hella East Caast Team,

| wanted to let you know about the optional team building eppartunity next Thursday afternoon from 2-3. Please add the
event ta your calendar by clicking the icon below.

Google Calendar

Best,

Abby Admin
Executive Administralor

5. After you've created your text or image link, finish composing your email as usual.

Important: If you update your event after sending out the informational email, people who have added the event
to their own calendars won’t receive your update.

Calendar Labs

If your Google Apps administrator has enabled the Calendar Labs options for your domain, you can add key
business functionality to your email and calendar with these experimental, pre-release features.

To help you get started, we've put together a list of the labs we think you'll find useful (some are real time savers!
). It's important to remember, though, that a lab can become unstable, stop working, or disappear at any time—
they are experiments, after all.

Enable Labs
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You can enable or disable a lab whenever you like. Here's how:

1. In Google Calendar, click the Settings gear, and select Labs.
2. For each lab you want to use, click Enable. If you want to stop using a lab, click Disable.
3. Click Save at the top or bottom of the page.

Suggested Calendar Labs

Show me as () Available
) Busy
(%) Busy (decline invitations)

Description | Hey, everyone, let's
brainstorm some new

ideas for Calendar Labs!

Attachment g Secret Labs idesal
0y Awesome presentaton

il 13p - 1p &
Lunch (Bill Peterson)

ipm
Pacific 2:29pm
Eastemn 5:29pm

L Moscow 28am

C India 2:589am
Seflings

Automatically declining events

Lets you block off times in your calendar when you are unavailable. Invitations
sent for any events during this period will be automatically declined. After you
enable this feature, you'll find a "Busy (decline invitations)" option in the Show
me as field.

Event attachments

Attach a Google document, spreadsheet or presentation to your event, or
upload a file from your computer. Important: guests do not automatically have
permission to view Google Docs attachments. You must share each attached
document. Learn more

Smart Rescheduler

Helps you reschedule an event by analyzing guests' schedules, evaluating
conflicts, obtaining conference rooms and proposing the best meeting times.
It's like magic.

Tip: If you have a large number of guests, start with only the required
attendees. Then, once you find a date that works, you can add any optional
attendees.

Year view

Planning ahead and want to see the whole year at once? Adds a Year View
gadget to right of your calendar.

Note: If you close the Year View gadget by clicking the X, you disable the lab
and will have to re-enable it.

Who's my one-on-one with?

Having a hard time figuring out who scheduled that event called "Lunch" on
your calendar? This feature displays the attendee's name right on the calendar
if it's just you and one other person.

World clock

Keep track of the time around the world. Plus: When you click an event, you'll
see the start time in each time zone as well.
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