Using Your Virtual Calendar(s) to Manage Meetings

When you register to attend an ElderCollege course either in person or using Zoom, you will receive a
calendar invitation with the scheduling and/or meeting details.

The invitation will be sent to the email address in your Amilia account.

Gmail and Google Calendar
If you are using Gmail, you will receive an email that looks like this:

Invitation: ElderCollege Zoom Meeting @ Fri May 29, 2020 2:30pm - 3:30pm (PDT

Click on it to see the details that will look like this:

You have been invited to the following event.
ElderCollege Zoom Meeting From this email, you have the
Fri May 29, 2020 2:30pm — 3:30pm Pacific Tin — option to accept the invitation
by clicking Yes (it will
automatically be added to your
Google calendar with the default

Join with Google Meet

meet google. com/wpm-hknp-gzv

Join by phone

+1 289.335.8022 (I settings of 30 minute reminder

by email). This is the fastest and

More phone numbers easiest option.

OR

(Guest list has been hidden at organizer's request)

ElderCollege Host is inviting you to a scheduled Zoom meeting You can edit the appointment

Topic: My Test Meeting

/" with your own settings by
Time: May 30, 2020 02:00 PM Pacific Time (US and Can#da)

clicking on More Options. A new

Join Zoom Meetin . .
0 pop-up window will appear.

https://Jus04web.zoom.us/)/75023582018?pwd=0F IzTmxvUVdsZk1TVIJbIVBSk

Meeting ID: 750 2358 2018
Password: 0b8ST9

Yes - Maybe - No more options »
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ElderCollege Zoom Meen
Friday, May 29 - 2:30 - 3:30pm

Join with Google Meet

meet.google.com/wpm-hknp-qzv

Join by phone

289-335-8222 PIN: 461 632 125#
More phone numbers

The full guest list has been hidden at the organizer's
request.

v

ElderCollege Host is inviting you to a scheduled Zoom
meeting.

Topic: My Test Meeting
Time: May 30, 2020 02:00 PM Pacific Time (US and
Canada) ‘

Join Zoom Meeting

https://usO4web.zoom.us
/j[75023582018?pwd=0FI2TmxvUVdsZk1jTVIJbIVBSk
RtQT09

ElderCollege Zoom Meeting

May 29,2020 2:30pm to 3:30pm May29,2020 Time zone
(3 Allday Does not repeat RSVP: Yes ~
Event Details Find a Time Guests
~
P Add guests
Join with Google Meet v l o
e I
»  The full gue
2 the organize
9
Add location
v
Email ~ 30 ¢ minutes ¥ X
dl
-
Notification ~ 30 ¢ minutes ~ X

Add notification

info@nseldercollege.org @ ~

Busy -

Default visibility ~ (@

From this pop-up window, you can see the summary
details, including the edit “pencil” button.

Click on this to open full meeting details pop-up.

From here, you can change
the notification time, the
colour of the appointment,
and if you are using two
virtual calendars, you can
send the appointment to
your secondary email in the
Add Guests field.

Click Save.

The calendar entry should
now be in your Google
calendar.

When you are ready to find the meeting ID and password, it is in both your Gmail and your Google

Calendar.

Other Email and Calendars
The same type of experience will apply, no matter which email and calendar you use whether it is

Outlook, Hotmail, Yahoo, iCloud, etc.

Once you receive the emailed invitation, click Yes or Accept, and the meeting will be added to the

calendar associated with that email program. Depending on the email program, the emailed invitation

may disappear, so simply open the calendar to find the meeting details.

You will always be able to edit the calendar entry to customize it, by clicking on the calendar entry.



