IS/IT Department |

Event Invitations in Google Calendar.

This tutorial will show you how to create an event and invite others to the event. This is useful function as it
enables the creator of the event, and possibly other attendees to see who will be in attendance. It also sends
an email invitation which will add the event to each attendee’s personal calendar when the event is accepted.

ting

2/116/2012 :00pm to 3:00pm 2/116/2012 Time zone
[TlAnday [[TRepeat..

Event details Find atime

Where ITC

Calendar | Greg Noack-IT Designer [E]

scription e will meet to discuss upcoming training and Make some attendees optional
the results of our recent staff survey. Please Guests
review the attached Word document of survey
data before coming to the meeting. Greg Noack - IT Designer x
Dave Habben x
Kathy Dirks x
Robin Fisch x

Suggested times
Attachment Add attachment

Guests can [ modify event
Event color [N ] | [Iinvite others

Reminders |Email [v] 30 minutes [+] » [V|see guestlis
[sms  [+] 30|minutes [v]
'Pop-up [w] 30 Ninutes [+]

Add a reminder

Showme as () Available @ Busy

Privacy @ pefault ©
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Screen shot of Email invitation.

Greg Noack [ 11:18 AM (3 minutes ago) - v
to me, Robin, Kathy i+
Title: Department Meeting Your Agenda for Thu Feb 16, 2012
When: Thu Feb 16 2pm - 3pm (CST)|  Aj| day Trio Practice
Where: ITC

2pm Department Meeting

Who: Kathy Dirks, 4pm  workout

noackg@svcc.edu*
more details »

Going? Yes - Maybe - No view my calendar »

Department Meeting more details »

We will meet to discuss upcoming training and the results of our recent
staff survey. Please review the attached Word document of survey data
before coming to the meeting.

When Thu Feb 16 2pm - 3pm Central Time
Where ITC (map)

Calendar gregory.r.noack@students.svcc.edu
Who « noackg@svee.edu - organizer

« gregory.r.noack@students.svcc.edu
« Robin Fisch
« Kathy Dirks

Going” Yes - Maybe - No more options »

Screen Shot of attendees list after have replied.

Add: Guests | Rooms, efc.

Make some sttendees optionsl

Guests Email guests

Yes: 1, Maybe: 1, No: 1, Awaiting: 1

v Greg Noack X

? gregory.r.noack@students svcc.edu* x

@ Robin Fisch X
Kathy Dirks X

* Calendar cannot be shown. Why?

Suggested times

Guests can [ modify event
invite others
[VIsee guestlist

Note: Google allows you to add attachments to an invitation, but they must be Google Docs, or uploaded to
Google Docs. Then the Google Doc has to be shared with each individual or make public.



