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HOW TO CREATE
A GOOGLE ACCOUNT



1. Make a Gmail Account at
https://accounts.google.com/signup

Google

Create your Google Account

First name Last name

Username @gmail.com

You can use letters, numbers & periods

Use my current email address instead

® =

Password Confirm tﬁ}‘
Lise 8 or more characters with a mix of letters, numbers & One account. All of Google
symbols warking for you.

3ign in instead m

English (United States) = Help Privacy Terms
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https://accounts.google.com/signup

2. Go to https://calendar.google.com

= g Calendar Today < » May2020 Q @ &  week -

SUN MO TUE WED THU FRI SAT

i- Create

17 18 19 20 21 @ 23

May 2020 L1 > GMT0d Mational Pabriats
M T W T F 5 victoria Day (regi
&AM
w17 W W oW i |
i 4 5 & T B 3 T an »—

in 1 i 13 14 15 14

L) n 1% Fat) Ed| ° Fxl EAM

M 1\ B X X W A

¥AM
L 1 ki 3 4 L] &
search for people 1aan
11 AN
My calendars Cal
John Smith 1ZFM
Birthdays
1FM
Remindears
Tasks 2P
Other calendars + - -
B Holidays in Canada
4 Pl
Terms — Privacy
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https://calendar.google.com/

TIP: You can download the Google Calendar app on your
phone or continue using it online.

Welcome to your new Google Calendar

Gmadl on your calendar

Reservations for Mights, restaurants and maone are autormatically added from
your Gmail inbox. You can change this in Settings.

Maobile apps
Get the Google Calendar apps for Android and iPhone.

® . pp Store
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HOW TO CREATE
A SCHEDULE FOR YOUR
GARDEN



1. You can select which calendar view you would like.
You can organize the schedule based on monthly or
weekly calendars. For this demonstration, we will be
using the weekly calendar.

= Calendar Today < » May 2020 Q @ 8 @ Week - i o
n MEN Tu WD T PRI Day
I— Create
17 18 19 20 21 @ ok
May 2020 £ 3 AT m Marith M
" x . = Wictodia Day (fege Vaar .
Schedule
-—
4 days X

o Bhow weekends

«  Bhow declined evenls

Search for people

My calendars b

Johin Smith
Birthdays

Reminders
Tasks

Other calendars + -

Haolidays in Canada

Page 8 of 50



2. Click on ‘Add other calendar’ to create a new calendar
to schedule all gardeners and/or garden sessions.

= Calendar

i— Create

May 2020 L

for pec
My calendars i
Jiohn Smith
Reminders
|:| Tasks
COther calendars + v

Today

£

>

EUN

24

May 2020

MM

26

WED

27

Q @ # week -

THIL
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3. Click ‘Create new calendar’.

= Calendar Teday < > May 2020
FUN WMON TUE WED THU
|' Create 94 @ 26 27 28
G104
May 2020 LA
M d L F ] 5 an
28 | . L n 1 F
3 4 5 & 7 B9 L
1w n 12 13 AL 1% 117
17 el 1% wm n n 3 -'-'\.'J
1 o % T oW ¥ m -
n 1 1 L] L]
naM
Search for peaple
AN
My calendars ﬁ
1AM

John Smith

: Remindérs
[ Tasks

Other calendars

Subscribe 1o calendar

Creale new calendar

Browse calendars of interest

From URL

Impart

FRI

29
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4. Fill out the information.

€ Settings

General Create new calendar

Add calendar -~ Hame
Gardan Schedule

Subscribe to calendar
ol

Clased on Wednesdays
Crisale mew calendar

Browse calendars of interest
From URL

Time zame
miport & export (GMT-04:00) Eastern Time - Toronto

(e
Johin Smith
Settings for my calendars

- _
@ John Smith Create calendar

@ Birthdays L

Settings for other calendars

[ ] Huolidays in Canada

P11

Enter the garden’s name
(Optional) Enter any
extra scheduling

information about the
garden

Click when finished
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5. To set a different colour for gardeners, click ‘Options’.

= Calendar Today < » May2020 Q @ & week -
F EUN MON TUE WED THU FR ST
Create
24 (25) 26 27 28 29 30
May 2020 < 3
3 4 5 & 7 B9 L

Search for peaple

My calendars ™
John Smith

Garden Schedule 3 129

[ Tasks o

Other calendars + A 1PN

[0 Helidays in Canada
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6. Then select a colour.

= Calendar Teday < > May 2020 Q @ @  week - b
F EUN MON TUE WED THU FRI SAT
Create
24 @ 26 27 28 29 30
LR
May 2020 <
L1 M T w T F 11 § a6
28 r iy 25 % n 1 2
3 4 5 [ 7 B L] L]
" mn 12 13 14 1% L[]
7 AM

4 o % W W W W
BAaM
Search for people

My calendars ™

John Smith ) o
Display this anly

Garden Schedule

— Hide from list
| Reminders

O Tasks Settings mmg

Other calendars + . a

L 1 1 ]
[0 Helidays in Canada I R X I 7 ] h
o000 ®
200080
i
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7. Click ‘Create’ to begin scheduling a person’s time slots
or to add a gardening session.

= Calendar Today l »  May 2020 Q @ & week -

b cre ) 24 (25) 26 27 28 29 30

May 2020 <

My calendars il

John Smith

Garden Schedule
Reminders

[ Tasks

Other calendars T bl ™
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8. Fill in this window with information about which
gardener you would like to schedule and when you want
to schedule them for.

= Calendar Todsy < > May 2020 O @ @ ek -
l EUN MON TUE WED THU FR SAT
- 24 @ 26 27 28 29 30
May 2020 < 3
X

Enter gardener’s name » Jo Rowling

3 4 & L 7 B a

Event
(LT LI T T T & T [

: o: " 7 Galect a date » (© May252020 1230pm — 4:30pm  May 25,2020
:m » T B

o o, I i
n 1 i

- o

M ':3' | loca
My calendars e
= | d

John Smith

A

® =
T

¥

»

4

%

4

Garden Schedule

| Remindsers

—_— o were oprie Select a start and end
asks

Other calendars += W 7| tlme
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9. Remember to select the Garden Schedule in this drop
down menu.

Jo Rowling

Event

(©  May252020 12:30pm - 4:30pm May 25,2020

= Add guests

Q Add Google Meet video conferencing

Add location

@ John Smith

[ @ Garden Schedule h
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10. If you want this person to have the same day and
time slot every week, click ‘More options’.

= Calendar Today < »  May2020 Q @ & week -
I EUN MON TUE WED THL FR SAT
Create
24 (25) 26 27 28 29 30
—
May 2020 £ 3
. L Al “
. . . Jo Rowling
» 4 5 & 7 B 9 u
Event

(L] 1 12 3 14 1 1

A
17 el hb 2 1 23

(D May25 2020 12-30pm — 4:30pm  May 25, 2020

] @ % I A @ 30

Ll [=1] A .
m 1 7 i = Add guests

! Q Add Google Meet video conferencing

"M ':a' Add lacatios
My calendars ~

= . John Smith
Jiohn Smith
Garden Schedule

Garden Schedule " m . e Reea
L Remindsers

. More options Save
Other calendars + v .
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11. Click this window.

* Jo Rowling

May 25 2020 12:30pm to 430pm  May 252020 Time zone

(] Alldsy Doesnotrepest = h

Event Detalls  Find a Time GuUests
jeo confergncing Add guests
Add location
Guest parmissions
Add notification O Modify event

. Invite others
Garden Schedule - -
Saw guest list

> 82 o @ 0

Busy =  Default visibiity = (B

W B I U = = =2 ¥

Add deSeriplion
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12. Select how often you would their time slot to repeat.

*  Jo Rowling

o 2 ¢ @ 0

May 2§, 2020

[0 alday Does not repest

Evint Déta Wiaskdy on Menday

Add

Daily

Bonthly on the last Monday

locati

Annually on May 25

Add notific

12:30pm

to  430pm

Maonthly an the fourth Monday

May 25, 2020

Every weekday (Monday to Friday)

Garden Sel Custom

Busy -

Default visibility -

@

Time zone

< —

Guests

Add guests

Guest parmissions
O Modify event
Invite others

Saw guest list
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o

D

13. You can even customize this setting to set the same
time slot on multiple days of the week.

Jo Rowling ﬂ

May 25, 2020 12:30pm to 430pm  May 252020 Time zone

D All day  Does nol repeat

Daily

Evésnit Datal FEETE
Wik HEE weekly on Monday .

Monthly an the fourth Monday

Add guests
Monthly on the last Monday
Add locatit
Annually on May 25 Guest parmissions
Add notifie iy
At Every weskday (Manday to Friday) D Modify event
Invite others
Garden Sl Custom
Sam guest list
Busy =  Default visibility =

=
m
ey
[
1]
n

= T

Page 20 of 50



14. Select which days you would like to repeat the same
time slot and then click ‘Done’.

Custom recurrence

Repeat every 1 B week *

Repeat on

Ends

@ Never
O on
O After

Cancel Done
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15. Repeat Steps 7-14 to add all other
gardeners or garden sessions.
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16. This is what your weekly and monthly schedule will
look like when you’re done adding everybody’s time

slots.
Example View of Weekly Schedule

Change between
the weekly and
monthly view of
the schedule by
clicking here

= Calendar Today < » May2020 Q @ @ week -

b crome . 24 @ 26 27 28 29 30

May 2020 <

Yahya Abdullak

Search for people

My calendars il
John Smith
Garden Schedule

_ Reminders
[0 Tasks

Other calendars T W
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= Calendar

b create
June 2020 £
£ M T w T F
n 1 z 3 4 L1
7 ] ¥ 11] 4] {4

n e Fs F2l = F- ]

@® W W 1 1

Search for peaple

My calendars

B John Smith
Garden Schedule
:| Reminders

O Tasks

Other calendars +

an

o

Example View of Monthly Schedule

Teday £ >

Sl
£}

® 11 50pm Ja Rewlin

7
® 1230pm Jo Rowlin

4

& 1230pm Jo Rowlin

F4
& 17 30pm Ja Rowlin

L]
® 12530pm Jo Rowlin

June 2020

WAL
Jun 1

& &1 5am Joa Lo Trin
& 12:30pen Jo Rowlin

B
® &1 6am Joe Lo Trug
® 12:30pm Jo Rowlin

15
& &18am Joe Lo Trug
& 12:30pm Jo Rowlin

22
® 51 5am Joe Lo Tr
& 1 2:30pn Jo Rowlin

2%
® &1 5am Joe Lo T

& i 2:30pen Jo Rowlin

TUE
2

& Bam Yahya Abdulla

9

® Bam Yahya aAbdulla

18
& Ham Yahya Abdulla

23
® Bam Yahya Abdulla

10
& Bam Yahya Abdulla

WED
3

& fam Visd Ksraniioo

10

® Bam Viad Karaniko

17
& Bam Vied Karaniioo

24
® Gamn Vied Karaniko

Jul 1
& Fam Visd Karanio

Qa @ @

THU
4

& Sarm Darnall Willisn

11

& Sam Darnell Wilian

18

& Sam Darnell Willian

25
& Sam Darnall Willkan

F
& Sarm Darnell Wilkan

Fd
L]

& Sam Femando Per
® 11:30am Jube Pate

12
® Sam Femandoe Per
® 11:20am Jube Pate

19
& Sam Femando Per
& 11 30am Jabe Pale

26
& Sam Femande Pere
& 11:30am Jabe Pate

3
& Sam Femando Pere
® 11:3am Juke Pate
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HOW TO SEND
NOTIFICATIONS TO
GARDENERS



1. To send gardeners notifications when changes are

made to the schedule, click ‘Options’.

= Calendar

'— Create

May 2020

? 4 F L] 7
L] m 12 13 14

17 18 1% 2@ H
n a n T B
noo1 2

Search lor people

My calendars

John Smith

£
i 1
B L]
15 (1]
Iz 13
Fi o

n

Barden Schedule

Today

[ Tasks

Other calendars

[[] Holidays in Canada

{ 3

SUN

May 2020

MaK

Carl Hguryen

FR SAT

30

Julie Pabel
11: 30 Slpm
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2. Click ‘Settings and sharing’.

gl Calendar oday < > May 2020 Q @ 6 week - b

]

24

Gl T4
May 2020 £ ¥
A
M L F
% 7 M 0w W 1 2 B Ak
» 4 5 & 7T B 9
. an p
" 1 1 13 14 1% L] Mai Li
1 B 1% 2w N @ N .
B AM
] a H T o®m o ®» oMW Yauhya Abdullah
. 114
= ' h ! GAM
Search lor people -
My calendars - e

Display this anly
John Smith

Julie Pabel
1: 30

Garden Schedule ¢ Hide from list

Reminders Settings and sharmng

[ Tasks
00 G000
Other calendars + 990000
[[] Holidays in Canada LA A L]
200000
#
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3. Click ‘Other notifications’.

< Settings
General Calendar settings
Add calendar - Name
Ganden Schedule
Import & export
Dascyiplion
Closed on Wednesdays
5eftings for my calendars
® John Smith
@ Birthd Time rane -
e - (GMT-04:00) Eastern Time - Toranto
@ Garden Schedule ~

Export calendar
| calendar settings
Leam meee about exporting your calendar

Aulg-accepl invitations

Access permissions L
Auto -EICCEPT invitations
Share with specific people
Automatically add all invitations to this calendar =
Event notifications
Calendars for resources can aulo-accspl invitabions. Leam more aboul auto-accepd imitaticns
All-day event notifications.

Other natifications h

integrate calendar Access permissions

Remove calendar M &dol bl $iry bl Srun M rusrnt clotniln
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4. Click this window and select ‘Email’.

& Settings e o

Other notifications

General

dar

calendar ownana)

are macde o
vl be winible 1o

Add calendar -
News wwents Eridl
Imiport & export An erwend is sdded to this calendar il -
Changed events
fan el an this calenidar s changed Mowsa
5eftings for my calendars
) Canceled everls w"  E-maid
® John Smith An everd an this calendar is cancelled
@ Birthdays o Evenl responses Hore
Gusata regpond 10 an #aeni an ik calende
@ Garden Schedule -~ ,
Daily agenda More

Receive adaily emall with the agenda for this calendar
Calendar settings

Aulg-accepl invitations

Access permissions Integrate calendar

Sh ith ifi | Calendar ID
A W ERECle peops thgjlcathg&dr70vglfgbpifikEgroup calendar.google. com

Ewent notifications
Public UL ta this calendar

Al-dar avant netifcations hitps:icalendar google com/calendar/embed?src=thgjlcathqédr70valfabpif3k%4Dgroup.calend

Lz this URL bo access this calendar fram a web bromser
I Other notifications

Emibed code
Integrate calendar sHrame sre="hatps.dcalendar google. comcalendar /embed sre=tbgilcathg 6dr7 Dvgigbpi fks40
Remove calendar Lig= this code to embed this calendar in a web pags.
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5. Switch these to ‘Email 'or according to your own
preferences.

& Settings e
Other notifications
General
Add calendar - 1wy
Mew @wvents i -
Imiport & export An gvend |5 sdded to this calendar Email
Changed et o chanes Email
A eyl on this calendar s changed
Settings for my calendars
Canceled everits ’

@ John Smith An everd an this calendar is cancelled Email =
@ Birthdays L) F\'em responses _ Hore v
Guesata respond 10 an #sent an (ks calen

@ Garden Schedule ~ Delly ,
ily agenda
Receive adally emall with the agenda for this calendar None -
Calendar setlings
Aulg-accep! invitations
Access permissions I-‘t‘frg rate calendar
Share with specific people Calendar ID
F thgjlcathg&dr70vgligbpifikEgroup calendar.google.com
Event notifications
Public UFIL ta this calendar
All-diay svent notifications https.fcalendar google. coms/calendar/embed 7src=thgjlcathqbdr 7 vatfabeif3 k4 Dgroup. calend
Ligs this LIRL 8o socess This calendar Trom & web bromser
I Other notifications
j Emibed code
Integrate calendar siframe sre="hitpsucalendar google. com/calendar/embed?sro=tbgjlcathqbdr? Ovglighpj f3k%40
Remove calendar Lig= this code to embed this calendar in a web page.

Page 30 of 50

£114 o



HOW TO SHARE
THE SCHEDULE WITH
PEOPLE THAT HAVE
GOOGLE ACCOUNTS

Note: some settings allow people who have a Google account
to make changes to the schedule. This is great if you want
gardeners to fill out the schedule and make changes
themselves. If you do this, it’s a good idea to save the
information on a regular basis to make sure no-one erases
calendar entries by mistake. See printing in the next section.

Page 31 of 50



1. To send the schedule to someone with a Google
account, click ‘Options’.

= Calendar Tedsy < > May 2020 Q @ @ ek -
EUN MON TUE WED THU FR SAT
b create 30
104
May 2020 € >
M L Karesm Kamag
A 430 - J:30am
. 1 2
3 4 5 & 7 B9 L
"W 1 12 Lk 14 1 L]
M
L I L] 1 2 13
24
a 6 T A s 1] "
mn 3 i Yahya Abdullak
' ' 8- 11am Karaniko
aM Bam - 1
Search for people Garnell Willams
A
My calendars ™
John Sminh
Garden Schedule X 3 I Hulig Patel
el 11:30am - 1-20pm
Reminders .
o o Rowling
D Tasks 1Ha 12:30 - 4:30pe

Othar calendars += w 2PN
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2. Select ‘Settings and sharing’.

= Calendar

b create

May 2020 <

Search for people

My calendars
John Smith
Garden Schedule X
: Reminders

[ Taszks

Other calendars +

Today £

T4
>
an
2
q (1]
L1
A
Fx]
1]
A
AN
A
~

Display this anly
Hide from list

Settings and shasng

Wahya Abdillak Wlad
11am Karaniko

TUE WED THU

28

Garnell Wilkams
§ -1 T

(D st week -

Hilig Pabel
11:30am
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3. Select ‘Share with specific people’.

€« Settings ]
Genaral Calendar settings
Add calendar w Mame

Garden Schedule

Impart & expor
Dgfipaian

Closed on Wednesdays

Smlng: for my calendars

& John Smith

@ Birthd Time zone .
e - [GMT-04:00) Eastern Time - Toronto

@ Garden Schedule ~

Export calendar
I Calendar settings

Lisnim Pess Abeat gxpesting yeur calendar
Auto-accept invitations
Access permissions

Alto-accept invitations
Share with specific people h
Auternatically add all invitalions to this calendar =

Event notifications

Calendars for resources can avic-accept inviations. Leam mose about auto-accepd immiabons
All-day event notifications
Other notifications
Integrate calendar ACCESS permissions
Remove calendur I:I Make available to public S all event details -
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4. Select ‘Add people’.

« Settings i
Share with specific people

Genaral

Add calendar w - tug.example@gmail.caom Make changes and manage sharing =

Import & export + Add people h

Leam more about sharing your calendar with someone

Settings for my calendars
& John Smith
® Birthdays o Event notifications
Reecaive natificaticrs or events en this cabeednn
@ Garden Schedule "~ Opbing into these notificatons may aberd and b vis ke 1o the calendar ownen(s)
Calendar settings + Add notification

Aulo-accept invitations

Access permissions

All-day event notifications
I Share with specific people

Receive notihcations for all day events on this calendas
Event notifications Oipting inle these notifications may alem and b visile 10 the calendar ownerns)

All-day event notifications + Add notification
Orther notifications
Integrate calendar

Other notifications
Remove calendar

W UUREGE NS TR TS WS S — R T S S
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5. Enter the email of the person who want to share the
calendar with. Then click ‘Send’.

Share with specific people

Add email or name

Permissions
See all event details

Switch this to ‘Make changes
to events’ if you want to
allow gardeners to make
changes to the schedule
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HOW TO SHARE
THE SCHEDULE WITH
PEOPLE THAT DO NOT

HAVE GOOGLE
ACCOUNTS

You have two choices:

Print the garden calendar as a PDF file and email to the gardener (they
won’t see any updates to the calendar)

Or

Post your garden calendar publicly. Gardeners will be able to see the
most up to date version of the calendar but they can’t edit it. This
makes the calendar available to anyone on the internet. You may not
want to choose this option if there is any concern about publishing who
is in the garden publicly.
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To print a calendar to email to gardeners without a
Google account, click ‘Settings’.

= Calendar Today < > May 2020 Q @ B  week - st o
FUN MON TUE WED THL F Se’llingp#
b create
] 24 2 Trash
May 2020 £ 3} a
" ; Earenm Kamag Density and color
an 430 - ¥:30am
o B ! : Print
3 4 5 & 7 B9 L +
" (ORI T T I ] Cat add-ons
AM
L I L] 1 2 13
24
a 2 8 2 n ’
i 4 i Yahya Abdullak
lam Karaniko
an Bam = 14
Search for people Carnell Willkams
B = A
AN
calendars ™
My Carl Hgaryen
Johin Smith e 10ck0am = 2:30pm
Garden Schedule "
Reminders -
o Jo Rowling
(] Tasks e 12:30 — 4:30per
Other calendars + A 1PM
[[] Holidays in Canada
A
" s
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¢« > c

PoApps o Bockmarks @B TUG - Google Drre
<« Settings

General

Add calendar -

Impart & expart h

Sattings for my calandars

@ Hhonda Teitel-Payne

@ Hirthdays

@ testgarden schedule ~

| calendar settings
Aulo-acoept invitations
Access pemilssions
Share with specific people
Event natifications

All-day event notifications

§  reslylcplanti@igma..op L h

™ AguaGrees

@ calendar.google.comycalendarr/settings/calendar/ai 1yaj ZIZ305Y K02 2 NuOGAs0THN I ZDduMmtAZ L vd AuY2FFWS .. o

P Inbe [PE4) - read. BB Regan

an Dflice a. 1] ofmce errar code..

Calendar settings

Hame
test garden schedule

Description

Turse zone —
(GMT-04.007% Eastern Time - Toronto
Export calendar h
L eam mane aboll e porting yaur calandar
Auto-accapt invitations
Aulomatically add all invitations to Lhis calendar =
Cakndars for respunoes can sdn-acoapt invitstinns Lasm more abaut arto-accepd ntahons

Click on Import & Export

Click on Export Calendar

Zip file will appear in lower left corner. Click on this, select

Open
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Click extract all

Save file in default folder (Downloads) or choose another folder

(such as your garden files)
Open file

4 F » ThisPC & Diomenlaads 5 rescinplert @gmaicomical 1)

snotns * L Hame Tpe

alitibe ay pi T [ test garden schedule_bmrfeg.,  iCakenderFie
S e o

1]

GC Indigenons

= Factures

w I Ths PC
3 10 Cojerts
I Desictop

| Documerks
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9 Tal me whan you want 1o do

. . Teday
< June 2020 Wanhinglon DU i e NS
]
S0 W0 TU OWE Te PR ss  aunday Manoay Tuesday ‘Wedresday
noa n I 4 8 A Py 51 Jum 1 2 1
G B - 1@ 1 S0Epm pl e
iwakan zhat
W13 16 47 2 12 I
@AM Mmoo
FL ]
i & L 1k
Jiily 20 I&wm Juiin ADam anicn
Hoigen, Rysro F A [reatly
S WE T T IR 5A PG
1 & 3 4
i B T 3 B IDN
RERRE IR E I LI L ] 15 5 17
oM R oM xS 4 (s ke A e ls:umpnnmr
oA mon M & umen =
2 1 a4 5 6 7
w | My Calendars 21 77 A1 74
4 D0prw e X00am 1enion
L Cakanvclar Hpien, Rysras P& | resian
e Mocns
om0t Calenuiars
rescto plaiiy madlco m 20 25 kL Jul 1
garden schadkila 4 (s e ELCTETS *LEp palaalii
o et Iumr\ﬂllluli wman lpM
Tl aen conilis ool TN - Lo

B B A -

Click on File > Print

B s

| hurssay
1

M

v | enrre mwet guden wrhedule =
Fnday Saturday =
5 ]
Ii'mml:ll:u

ELrial

1# 15
1% 21
I?m:llzu

furial

FE
1 a
I:'muutbu

Lna
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Print

“pes by hoas yres wnttthe

i erm 22 be printed and
=1 then ik FrisL
Frist
June 2020
Printer

Pr——T B e T i - — e =
= .. Y z 3 1 : :

"% FrisL Oplicin

Sattings

iy Shte | [
Wadkdy Agendu Sode A [ ) u_ |' 13 ..'- 21
Vikasicty Cnbsniar e
Manihiy Sydc

1=l Shids

=

" -
Caberrelon Dctii s Sybe |

4 1 o1 b A ar

Choose monthly mode

Choose print to PDF

Give the file a name such as “garden calendar June 2020” and
save.

Email or print calendar to share.
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To make your garden calendar public, click ‘Settings’.

= B Calendar Today < » May 2020 Q @ @ Week - HE o

SUN MON TuE WED TH E Sﬂlinqsq
F Create

__ 24 @ 26 27 28 2

May 2020 L |
" ; : Haresm Kama Densiy and color
An 430 \0am
" E Print
3 4 ] L] 7 B L] AN +
Jow Lo Truglio
WMo o1 oW [ 8115 — il Bad Get add-ons
7 A y
7 18 % W n o#m o2 M L
7 = Gam
24 a % 1 m ¥ i
W
- ., A Yahya Abdullak Wlad
’ ’ 11am Karaniko
and Bamn - 14
Search for people Carnell Willams
B = i
an
calendars Sl
My Carl Mgaryen
188 10:30am = 2: 300
John Smith o S
Garden Schedule " uilie Patel
o] 11 - 30am
L Remindsers
T
[ Tasks
Other calendars + A 1P
[(] Halidays in Canada
-
Yl
»
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2. Se

& Settings

Ganaral
| Language and region
Time zone
‘World clock
Event seltings
iew options
Events from Gmail
Keyboard shortouts
Add calendar

Import & export

Settings for my calendars
@ John Smith
@ Birthdays

@ Garden Schedule

Settings for other calendars

lect the garden’s schedule.

- Language and region

Language

English (UZ)

Country

Canada

Date format
1232020

Timwe Toimnat

1:00pm

Tirne zone

O nvisplay secondary time zone

Primary time mone

[GMT-04:00) Eastern Time - Taranto

Seconiary e bone
Mot sedected

E Ask to update riy prirnary lime one o coment lacation

o

Leam moee aboul hoe G
¢ '

World clock

ogle Calendas works across lime zones

Lisbe

Lake
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3. Select ‘Access permissions’.

& Settings
Genaral Calendar settings
Add calendar - Mame
Gardan Schedule
Irmpart & axport
we " Dggsfipian

Closed on Wednesdays

Seftings for my calendars

@ John Smith

@ Birthd Time zone -
e & {GMT-04:00) Eastern Time - Toronto

@ Garden Schedule ~

Export calendar
I Cabendar settings

Lenm mose about axportimg your calendar

Autg-accept invitations

Access permissions o
Auto-accept invitations

Share with specific people

Auternatically add all invitalions to this calendar =
Event notifications

Calendars for resources can awio-accept invitations. Leam more about auto-accept invitaticns
All-day event notifications
Other notifications

Integrate calendar ACCess permissions

Rermove calendar

0 weke available to public See all event details -
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4. Select ‘Make available to public’.

< Settings

Genaral
Add calendar

Import & export

Sentings for my calendars

@ John Smith

@ Birthdays L]

@ Garden Schedule
Calendar settings
Auto-accept invitations

| Access permissions
Share with specific people
Event notifications
All-day event notifications
Other notifications
Integrate calendar

Rermove calendar

Access permissions

" # D Mike available to pulilic

Gat shareable link

Leam mere aboul sharing your calendar

Share with specific people

tug.example@gmall.cam

+ Add people

Leam miose aboart sharing your calendar with someone

Event notifications

Receive notifications for events an this calerdar.

Oplirg int

+ Add notification

All-dav event notifications

Sewt all event details =

Make changes and manage sharing ~

& nolilicateons may abem and b= vieibke 16 the calendar ownena)
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5. Click ‘OK’.

Warning

Making your calendar public will make all
evants visible to the world, including via
Google search. Are you sure?

Cancel OK
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6. Select ‘Get shareable link’.

« Settings i
Access permissions

General

Add calendar e Make available to public See all eveni details ~

Impart & export
port & exp Gat shareable link h

Leam more aboul sharing your calerdar

Hl'ﬂl'l-ﬂl- for my calendars
@ John Smith
Share with specific people
@ Birthdays L
® Garden Schedule - - tug.example@gmail.cam Make changes and manage sharing -
Calendar settings + Add people
Aulo-accept invitations Leam mese abeat sharing your calendar with someone

I ACCEEE permissions

Share with specific people
Event notifications

Event notifications

Receive not ions for events an this calendar.
Opltirsg into thess nolifications may akem and b= visible 1o the calendar ownens)
All-day event notifications

’ . + Add natification
Orther notifications

Integrate calendar

Remove calendar .
All-dav event notifications
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7. Select ‘Copy link” and send it to the person you want to
share it with.

Shareable link to your calendar

With Thiss lirk. cnly pesople you BlOW BN BECESS YOUF Calardar

htips.fcalendar.google. comy/calendarfcid=dG JnamxjYXRoc TZkcjowdr

Canced Copy Hink
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Happy Scheduling!



