
User Instruction for GOOGLE Calendar 

1. Go to the Google Calendar and log in with your username and password 

http://calendar.google.com  

2. Go to the WEEK view 

 

3. Check the location of the plane for the planned schedule day 

 

4. Click on the time to schedule to add an event, then click on EDIT EVENT DETAILS 

 

5. Follow the Schedule Guidelines as outlined below: 

1. What: Your Name 

2. Edit event details 

a. When: edit time (max 3 hours) 

b. Where: destination 

c. Description: Your Contact phone number and any other details 

 



 

 

 

 

 

Sample after event has been successfully scheduled: 

 

Name 

Time (max. 3hours) 

Location (EVB or Pierson) 

Phone Number 

(additional details) 


