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Create New Calendar

2

Subscr endar
P Create new calendar
Create new calendar
hpto
H Mame
| Browse resources
Lom
) Browse calendars of interest .
Description
From URL
-
Import
& e :
Time zone

(GMT-04:00) Eastern Time - Toronto

Owner
gavin.middleton@dsbn.org

Organization
District School Board of
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Gavin Middleton .
Add title
D BUSINESS 2020 PER4
D COMPUTERS 2018 Event  Outof office  Appointment slots
3 4 5 8 9
D COMPUTERS 2019 01
(© May1,2020 10:00am - 11:00am May 1,2020
[0 computers 2019/2020 01
2% Add guests
[ comPUTERS 303 = 9
D COMPUTERS DEMO DEMO Q Add Google Meet video conferencing
10 1 12 15 16
D COMPUTERS PER1 BTT
@ Add location
D COMPUTERS PERZ BTT
=  Add description
D INTRO TO BUSINESS 2 03
[J INTRO TO BUSINESS 2018.. @ @ GavinMiddleton ~
[ Intro To Business P2 7 18 13 7 23
[ Intro To Business P3 More options E
O Reminders l
[ Tasks

Other calendars
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Steps...

Click on a day in the calendar to create an event
Type in the name of the event

Edit the details (see next slide)

Click Save




Add title

Event Reminder

® 3Jun2020 4:30pm - 530pm 3 Jun 2020

2 Add guests

Q Add Google Meet video conferencing

Add location

Add description

B @ TEACHWITHTECHTMINC. ~

Meore options m

Location

Description

Create Event

Name

Field Trip

X

Event Reminder ,

3Jun 2020 4:30pm - 330pm 3 Jun 2020

Add guests

Add Google Meet video conferencing

Add location

Date / Time

Add description

@ TEACHWITHTECHTMINC. - ‘

Calendar

More options m




Create Reminder

| 1 Jun 2
X
Field Trip|
—
Event  Reminder X E
Field Trip
@ 3 Jun 2020 :'-13me Event Reminder
C  Doesntrepeat ~ [] All day © 3Jun2020 430pm
(*  Doesntrepeat
Daily
Weekly on Wednesday m
Event Remi | P
| Monthly on the first Wednesday
Annually on June 3 15
(© 3Jun2020 BRI
— Every weekday (Monday to Friday)
C  Doesntrepe 4:00pm Custom...

4:15pm
- 4:30pm
4:45pm

5:00pm




Edit or Delete an Event

MOM
1 Jun

WED

% Bring supplies to class
/ X

® 4:30pm F Field Trip

Bring supplies to class

(O Wednesday, 3 June

10

Mark as done

Steps...
1. Click on the event
2. Select Delete or Edit Event




Share a Calendar

My calendars

Gavin Middleton

D BUSINESS 2020... X

0 conror )

D COMPUTERS 2019 01

[J computers 2019/2020 01

My calendars ~

Gavin Middleton

|:| BUSINESS 2020... X . )
Display this only

D COMPUTERS 2018

Hide from list
|:| COMPUTERS 2019 01

[ computers 2019/2020  Settings and sharing

00 " 000
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000000
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COMPUTERS PERZ BT
O ©

(] COMPUTERS 303
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Share a Calendar

& Settings

General
Add calendar w

Import & export

Settings for my calendars

Gavin Middleton

Birthdays o
BBl 2018 ©
BBI Intro To Business - ... &
BBI INTRO TO BUSINES... &
BTT 2018 o
BTT101 01 ©
BUSINESS 2020 PER4 ~
Calendar settings
Auto-accept invitations
Access permissions

Share with specific people
Event notifications

All-day event notifications
Other notifications

Integrate calendar

Calendar settings

Name
BUSINESS 2020 PER4

Description

Time zone
(GMT-04:00) Eastern Time - Toronto

Organization
District School Board of Niagara

Export calendar

Learn more about exporting your calendar

Auto-accept invitations

Automatically add all invitations to this calendar

Calendars for resources can auto-accept invitations. Le

Get shareable link

bl Board of Niagara

Shareable link to your calendar

With this link. only people you allow can access your calendar.

https://calendar.google.com/

Cancel Copy link

Put auto-accept invitations

See all event details ~

See all event details ~




Settings
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I— Create

May 2020
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26

Meet with...

Search for people

My calendars

000000000 Ooo

Calendar
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INTRO TO BUSINE

Q. @ @ Month

Settings SAT
2
Trash
Density and color
Print
9
Get add-ons

INTRO TO BUSINESS 2018...

Intro To Business P2

Q, @ @ Month

Settings ) B
Trash
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Print

9 +
Get add-ons
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Settings

Language and region

Language -
English (UK)
Country -
Canada
Date format -
12/31/2020
Time format -
1:00pm
Time zone
|:| Display secondary time zone
Primary time zone - Label
(GMT-04.00) Eastern Time - Toronto "
€
Secondary time zone _ Label

Not selected

Ask to update my primary time zone to current location

Learn more about how Google Calendar works across time zones

Event settings

Default duration
60 minutes

[ speedy meetings
End 30-minute meetings 5 minutes early and longer meetings 10 minutes early

Default guest permissions
Invite others, see guest list

Automatically add invitations - @
Yes

Motifications
Alerts

Play notification sounds

Automatically add Google Meet video conferences to events that | create

View options

Show weekends
Show declined events
Show week numbers

Reduce the brightness of past events

S0 Q

View calendars side by side in Day View

Start week on
Sunday

Set custom view
4 days

Alternative calendars
None




Custom View

View options

Show weekends

Show declined events

[J show week numbers

Reduce the brightness of past e

View calendars side by sj Day View

Start week on
Sunday

Set custom view
4 days

Alternative calendars
None

—
Saturday

Sunday

Monday

— -

View calendars side by side in Day View

Z days

3 days

4 days

Sdays

6 days

7 days

2 weeks

3 weeks r

4 weeks




‘ Density and Color

QB ® ﬂ s [ & Display Density will change

- U how the Calendar appears
2 a
Trash
0

Density and color

Print

Get add-ons

B Choose your event colors, text color and density

Color set - Information density
Modern (with white text) Responsive to your screen




Access Google Keep and Google Tasks

No notes yet

notes from Google Keep will
show up here.

Android devices

iPhone & iPad

e extension




Access Google Tasks

® T &) - ® % & :

ﬂ
TASKS
> X
7= o) :

Gavin Middleton's list -

+ Add atask

Welcome to Tasks

Keep track of important things you
need to get done in one place.

& - x
- Gavin Middi{on's list ~
SAT s

5 @ -+ Add a task

(/) | () Post assignment V4
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Print
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Thank you for your purchase! 4 ~ '
Q4 W

| hope that you and your students enjoyed it!

If you provide Positive Feedback and Follow Me, | will
send you a Free Lesson of your choice (S5 or less value).

E-mail me at teachwithtechl@gmail.com to receive
your free lesson.

Terms of Use:

Purchase of this product is for single classroom use by the purchaser only. It is a violation for individuals,
schools, and districts to redistribute, edit, sell, or post this item on the internet or to other individuals.

Teachers can post TEACH WITH TECH ™ INC. resources to Google Classroom or another secure online
platform, that is accessed only by their students and parents.

Created by Gavin Middleton © TEACH WITH TECH ™ INC.

Product names, logos, brands, and other trademarks featured or referred to within this lesson are the
property of their respective trademark holders.

These trademark holders are not affiliated with TEACH WITH TECH ™ INC. They do not sponsor or endorse
the contents, materials or processes discussed within this lesson.

Link to store
http://www.teacherspayteachers.com/Store/Gavin-Middleton
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