User Instruction for GOOGLE Calendar

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

http://calendar.google.com

2. Go to the WEEK view /

©Print Day Week Month Next4 Days Agenda
Sat 17/5 |

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

May 12 — 18 2008
Mon 125 Tue 135 Wed 14/5 Thu 155

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

=1 Print DE‘.‘fr
Thu, May 15, 13:00 — 14:00
What:
e.g., Breakfast at Tiffany's
Which Calendar: ESA - Cub 88157 -

Create Event | o4t 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



-~ Time (max. 3hours)
o« JTIVUT J'
What [YOUR NAME / T Cuests
Add guests

When 151512008 [13:00 ta[15:00 [15/5/2008 1 Al day

Repeats: _E?oes_ni; Locatign (EVB or P|erson) IEnter the email addresses of guests, separated by comma:
Where EVB or Pierson ‘
Calendar  E£SA - Cub 83157 2 Z Phone Number ‘
Description |YOUR PHOME NUMBER

Choose from contacts

any other details i.e. VFR, Instruction, XC. .

Guests can imvite others
see guest list

¥ Options

Reminder

No reminders set
Add a reminder
Show me as ) Available ® Busy

Privacy This event is:
@ Default
) Private
© Public

Learn about private vs. public events

Dark #n Calandar Cava rancal

Sample after event has been successfully scheduled:

Tue Wed Thu Fri
2
Joe Pilot
When Tue, May 13, 8:30am — 10:30am
Where Mew Smyrna (mag)
Description  386-123-4321 g
more details» Addto Calendars

| A 14 15 16
leve A levs  Jevs ______Jevs |

8:20am Joe Pilot



