GO [)816 Resource Scheduling with Google Apps Calendars

Apps

Computer Labs and Libraries at each school can be reserved by faculty and staff using Calendars in
the Google Apps suite. Some set up is required. If you have not already created a Resource
Scheduling calendar in your Google Calendar account, refer to the SETUP Help Sheet available on

the district website.

To schedule a time in a computer lab or library, you'll need to do two things - go to the
district Resource Scheduling page and view already scheduled resources to find a free time,
then login to Google Apps to schedule your class into an open time slot.

To view scheduled resources:

Go to the district website and from the main menu, choose
Teacher Resources > Resource Scheduling

Select one or more resources and click Display Calendar

All time slots scheduled for the resource will display; calendar ‘events’ are color-coded to the

resource names in the list

Navigate to the date you want to schedule and locate a free time slot that will work for your class
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To schedule your class into a time slot:

Login to Homedale’s Google for Education account.
You can access the account through the Google Apps
link in the district website Teacher Resources menu or
the Resource Scheduling page, or at www.google.com

Username: your district email name
Password: (whatever you set at first login)

At the Welcome screen, choose Calendar

Locate the Resource Scheduling calendar in the
My calendars list

Click the down arrow and choose Display only this
Calendar; you can also change the color if you choose

although the color will only display on your calendar — not

on the website calendar

Goxc )8[6

Sign in o manage
Homedale School District 370

Usarnama:
@homedaleschools.arg
Passwaord:
[7] Stay signed in

Can't access your account?

My calendars
Sample Teacher
Resource Scheduling B3
Tasks

Other calendars

Contacts’ birthdays and ev]

With the calendar in Week mode,

| Day | Wieek | hlanth | 4 Days | Agenda |

navigate to the date and time
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In the event popup, choose Edit event details>>

On the details screen:
type a Title - include your name
type in exact times you will use the resource
click the Rooms, etc link at the right to display
the Resources list
Add the resource you are scheduling;
the resource displays in the Where field
click Save and the event is added to the calendar |
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