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How to use Google Calendar to schedule classes

Managing the school schedule can be a complicated task. However, you can use Google Calendar to simplify it.

Aside from homework, one of the hardest parts of going to school, especially at the college level, is managing a
varied and ever-changing schedule. Between classes, extracurricular activities, part-time jobs…., you are
extremely busy.

A good way to start the semester easier is to organize your study schedule and personal time through Google
Calendar.

Create a calendar and mark important dates

Before you start organizing your tasks on Google Calendar, you need to get all your calendars together. Start
with the semester schedule, then move on to the extracurricular activity, work, or event you plan to attend.

The more information you have, the more streamlined your Google Calendar will be. You can include the date,
time, location, required textbooks, even the teacher's name. Of course, you can always delete them if you want
later.

How to schedule classes with Google Calendar

To schedule classes in Google Calendar, you can use the default calendar or create a new one. First, you need to
sign in to Google Calendar on your computer. Here's how to add a school calendar to Google Calendar:

1. Go to My calendars on the left hand side.

2. Click the + button and select Create new calendar.
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3. Set a name, description, and time zone (optionally if needed) for the calendar.

4. Click Create calendar. Then wait for the app to create the calendar.

When you click on the arrow at the top left, you will return to the main calendar page and will see the new
calendar in the sidebar. If you want to change the color, click Options (3 dots) that appear when you move the
pointer on the calendar. Then choose a new color from the palette.

How to add lessons to Google Calendar

Go to the first class start date and click. This action will open a new event window.

Start from the top and add the Title (name) for the course, select Event (event), then add the start and end time
with the Add time button.

You probably won't need to use the Add guest or Add Google Meet options, but you may want to include the
Location and Description including the instructor's name, room number, and class-related details. learn.

Make sure to select the class schedule from the drop-down list, then click Save.



 

Alternatively, you can select More options to further tailor the class event using the choices below. Or you can
click Save and customize it later by clicking the calendar event and selecting Edit event.

Repeat lessons

Since school classes are always regular, you'll need to create a duplicate event.

At the top, below the class name is Does not repeat. Click on that drop-down box, you will see some quick
options like Daily (daily), Weekly on [specific day] (weekly on specific day). Click the option you want and
continue. If not, click Custom.

You can now choose the exact day that certain classes repeat each week. At the bottom, you can enter an end
date so that the class stops showing up on the calendar when that day arrives.



Click Save when you're done. Continue adding events and customizing them until you have a full class schedule.
Don't forget to include extra-curricular activities or part-time jobs if any.

Set up notifications on Google Calendar

Notifications are one of the great features of Google Calendar. It helps you to remember the class at a specific
time so you won't forget or be late for class. You can create notifications for individual classes or the entire
school calendar.

How to set up event notifications

If you want to set up different notifications for each lesson, you can do that with Google Calendar. Select the
event on the calendar and click Edit event.

On the event details page, click Add notification. Select Notifcation or Email in the first drop-down box,
depending on how you want to receive notifications. Then, select the amount of time before the class that you
want to be notified.



 

You can also add more than one notification. For example, set a 1 hour notice before class and add a 10 minute
notice to the class. Just click Add notification for each notification you want to create.

Click Save when finished. You'll see a message asking if you want to change the events or information created
for the repeating lesson. You can click the second option This and following events to receive notifications for
each lesson each time they happen. Click OK.

How to set up scheduled notifications

By setting up notifications for the entire schedule below, you will receive notifications for any event on the
calendar, from class, activity to shift.

1. Click the Options button next to the calendar and select Settings and sharing.
2. Scrolling down, you'll see several sections for Event notifications, All-day event notifications, and Other

notifications.'
3. For event or full day notifications, click Add notification > select Notification or Email and enter the time

for the notification. You can add more notifications by clicking Add notification.
4. For Other notifications, you can only choose to receive emails via a connected Gmail for each item listed.

Google Calendar is a cross-platform calendar app, so you can always access your created school calendar
anywhere. Hope the above guide is useful for your study and work at school.

You finished reading the article "How to use Google Calendar to schedule classes" edited by the TipsMake
team. We hope this article has provided you with many useful tech tips and tricks. You can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com

https://tipsmake.com

