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Creating a Google Calendar

Login to Google Applications from the
internal homepage (or you can sign in from
the Google website, www.google.com, after
initial login is established).

Use your AISD username and password to
Signin.

Signin to your account at
Abilene Independent
School District

Usemame:
@avileneisd.org
Password:
Stay signed in

Cant access vour account?

Once signed in to your Google account, select
Calendar.
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Upon initial access, the user will need to County: United States B
choose the Country and tlme zone for the (choose a different country to see other time zones)
calendar Setting. Your current time zone: |(@MT-06:00) Gentral Time []Labe:
[“I Display all time zones
Show an additional time zone
Changing Your View
By default, your calendar will display one
week at a time. You can change it to display
by Day, Week, Month, or 4Days with the Day Week Month 4Days Agenda
view buttons. You can also view your
events/tasks by clicking on the Agenda
button.
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Creating New Calendars
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Your calendars display on the left pane under 8 o 0[i]2 314 am
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To create a new calendar, click the arrow by ) |- Iy calendars E  ttam
My Calendars and select Create new IT AbilenelSD Create new calendar <N
District Event:
calendar. monee Settings
Tasks 1pm
Title your calendar and set permissions. , Othercalendars [ oo
Creating an Event e
Select the desired calendar to add an event. CREATE ¥ o o
Click the Create button and enter your — g -
details (e.g. name, time, description, =
permissions...) on the screen that follows. L EE =R,

Save.
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Ed't an Event El Tue 4010 Wed 411 Thur 4/12 Fri
Click on the event in the calendar and select GD - *
i oogle Training
Edit event. The screen that follows will allow _
. Wed, April 11, 2pm - 3pm
you to change the details. Save.
Where Lab1 map
Delete Edit event »_
p-3p
Google Training
Delete an Event 3 Tue 410 Werd 4114 Thu 412 Fri
Click on the calendar and select Delete. Google Training )
Wed, April 11, 2pm - 3pm
A pop-up confirmation will appear on the Vihere Lab 1 map
screen. ‘ Delete Edit event »
p-3p
Google Training
sharing a Calendar _ o] e
Click the gear icon in the top right corner of
the calendar page. Wek | Worth | £Dms dgede | thre-
Display Density:
Theanz ' Comfortable
Cozy
Compact
Select Settings. R
Help
Labs
Send feedback
Calendar Settings
Select the Calendars tab. g
General Calendars Mobile Setup Labs

Click Shared: Edit Settings next to the

« Back to calen r[ Eﬂm][ CEI'HZ:EI]

. Notifications Shared: Edit settings Unsubscribe Delete
desired calendar. I
District Events Details
. . Calendar Details  Share this Calendar Notifications
Check Share this Calendar if you would like < ssck o catendor [ Save Penca ]
to share your calendar. You can make the st this catendar pBC Loarsmore
. . . This calendsr will appesr in public Google search results.
calendar public and select settings with the Eltmwe s o soais o ey
f:lrop down menu if you want anyong to view Shars with specific psople
it, or you can share your calendar with a Person Permission Setiings Remove
specific person by entering their email Enter emai address See o svent detzis =]
address in the Person field under Share with itabilenet floom” <t abi Wake changes AND manage sharng
SpeCifiC people. Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how
«Back to calendar | Save |
Save.
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