Practice Calendar Training

To practice what you've learned, please log in to Google Calendar at gcal.lbl.gov using your LDAP username and password
Create events

See Basic Training for a reminder on how to create an event
	1. Create a non-repeating event, add single invitee 

· What: “Bogus meeting 1”

· When: tomorrow, 8am-9pm

· Where: Starbucks, 2128 Oxford Street, Berkeley

· Description: time to test their seasonal beverages

· Reminder: 18 hours (before you leave work the day before)

· Guests: invite instructor or someone in class, uncheck Guests can  “invite others”


	2. Create a repeating event for yourself 

· What: “Bogus meeting 2”

· When: every Tuesday, 3pm-4pm for two months

· Where: conference room closest to your office

· Description: debriefing

· Reminder: email 1 hour, popup 5 minutes



	3. Create a repeating event, add multiple invitees 

· What: “Bogus meeting 3”

· When: every other Thursday, 3pm-4pm forever

· Where: conference room closest to your office

· Description: debriefing

· Reminder: email 1 hour, popup 5 minutes

· Guests: invite classmates or instructor
	4. Create an all-day event, no invitees 

· What: “Mental Health Day”

· When: next Friday

· Reminder: email 1 day, 18 hours (before you leave work the day before)




Add a coworkers calendar

1. Identify a classmate or the instructor

2. Go to "Other Calendars and type in email address of coworker

3. Overlay calendar on yours (clicking the calendar name acts as a toggle)

4. Identify a free time to meet at the donut emporium for coffee and a bearclaw

Partner with someone, share each others calendar (objective: assign designate)

See Intermediate Training for a reminder on how to share your calendar
1. Identify "A" and "B"

2. Person A allows access to Person B: change events only

3. Person B provides access to Person A: change events AND manage sharing

4. A and B: Create event on coworkers calendar 

1. Locate coworker calendar, dropdown box, select "display only this calendar"

2. Non-repeating event, add single invitee 

1. What: “Bogus meeting 4”

2. When: a week from tomorrow, 8am-9pm

3. Where: LLNL, Livermore CA

4. Description: Scientific Meeting

5. Reminder: 18 hours (before you leave work the day before)

6. Guests: invite instructor, uncheck Guests can “invite others”

3. Attempt to share coworker calendar - only A should be able to complete

Configure Notifications

1. Customize your notification/reminder settings: 

1. In the calendar list on the left 

1. Click the down-arrow button next to the appropriate calendar, then select Notifications.

2. Alternatively, click the Settings link at the bottom of the calendar list, then click the Notifications link to the right of the appropriate calendar

2. In the Event reminders section, 

1. select the reminder method from the drop-down menu and enter the corresponding reminder time (between five minutes and four weeks).

2. If you'd like to add additional default reminders, simply click Add another reminder.

3. You can also choose to be notified of specific activities on the calendar by selecting the appropriate options in the Choose how you would like to be notified section.

4. Click Save.

2. Test your notification/reminder settings: 

1. Create an event that will start soon.

2. Note the default reminders that you receive for the event.

3. Modify the event and change the reminders for that specific event.

4. Note the difference in reminders received for that event.

More Resources

Review some of Google's Training Resources   www.lbl.gov/google   (also under G in the A-Z index)

Prepare meeting Agenda in Google Docs (Optional  Exercise)

1. In IE or Firefox (the two lab standards), go to gdocs.lbl.gov 

1. log in with your "LDAP" user name and password

2. Create an Agenda 

1. create a new google doc or

2. Upload a Word document

3. Share the google doc with the guests you intend to invite to the meeting

4. Go to gcal.lbl.gov

5. Add a meeting 

1. Invite guests

2. Include the Google doc
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