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Google Calendar
A student learns to use Google Calendar features to organize their day

Lesson Objectives

The student will be able to:

· Understand and verbalize practical applications of Google Calendar

· Adjust calendar view

· Create a new calendar

· Create a new event

· Share calendars and events

Lesson Prep Work

(30 min, at a minimum, prior to student arrival)

· Sign into gmail account
· Check for any changes that have been made since you last looked at Google Calendar
Lesson Prerequisites

· Basic computer skills

· Gmail account if wanting to follow along; if no account, log students into ctcdpl account so they can follow along (do this manually; don’t give them the password)

Lesson Outline

The lesson is completed in one [90-minute] class session.

· (5 min) Introduction

· Introduce instructor, students.

· State/show order in which class will happen.

· (80) Activities

· (10) What is Google Calendar? 

· Group discussion: what have people heard or experienced?
· Define: GC is an online calendar that can be shared with multiple users, updated from any computer or device with internet and synced with mobile devices
· (20) Show and Tell

· Pull up GC account

· Show: Exercise, Work and Colorado Rockies calendars displayed
· These are different calendars and appear in different colors – this makes it easier to see what you will be working on during specific times

· You can show some calendars and hide others to only see what you need to look at without being overwhelmed by information
· Discuss: What might be some ways you could use this in your life? Adjust view of calendar

· Show day, week, month view

· Turning calendar displays On and Off

· (25) Creating Calendars and Events

· Demonstrate & Do: How to create a new event

· have students create an event on their calendar
· Drag and across the times the event will be happening in

· Click on the arrow next to the calendar in the calendar list and click Create an event on Calendar

· Walk thru the dialog box (skip sharing and selecting a different calendar for now)
· Demonstrate & Do: How to create a new calendar

·  have students create their own calendar
· Create an event on this calendar (show dropdown box to select which calendar an event will occur on)

· Repeating events

· Create a repeating event on different calendars

· Weekly

· Monthly

· Bi-Weekly
·  (25) Sharing Calendars and Events

· How to share Events

· with gmail account holder- shows up on their calendar

· with non-gmail account holder an invitation appears in their inbox but they can’t see the whole calendar

· How to share whole Calendars

· must have gmail account to view GC

· Discuss: How could you use Google Calendar sharing in your life? 

· (5) Conclusion  

· Go over handout, review material, emphasize contact info & further resources on handout.

· Any questions? Final comments?

· Remind patrons to practice; assign take-home-practice - remind them they can ask for help

· Remind to take survey.
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