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Benefits

One of the reasons cell phones are so popular is because
they are portable. This means all the things they are
capable of doing, you can do “on the go.” You don’t need
to pre-plan anything and you don’t need to be at home to
take advantage of the help an app can provide.

This guide covers the Google Calendar app, a free, pre-
loaded app for Android Phones. Calendar is available for
use with no set up and no fees to purchase or use.

The Calendar app has many advantages over traditional
paper calendars. Some functions can be done by voice,
instead of by hand. Calendar appointments can be made
to repeat daily, weekly, monthly or annually when you do
the first entry — a big convenience for items that recur
regularly. You can even ask Calendar to remind you
before an appointment so you don'’t forget. Calendar can
also send invitations to other people to join you at
particular events or appointments, complete with the
location. Best of all, you will always have your calendar
with you, so it is always possible for you to refer to it for
any information you need.
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Prerequisites

e Android smart phone, operating system 8.x (Oreo) or
later
e Active mobile provider (e.g. Verizon, Sprint, AT&T)
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Introduction

An “app” (short for application) tells your phone how to do
a specific set of tasks. In the past, when you wanted to
accomplish a specific task, you needed to buy a specific
tool. Now your phone has many tools conveniently at your
fingertips. Instead of having your calendar at home, your
phone has one built right in and it can do much more for
you than a paper calendar can.

In this guide, you will learn how to manage your calendar
entries — how to set them up, edit and cancel. You will also
learn how to use the added conveniences such as
receiving helpful reminders and being able to notify people
of particular events.

Once you see how you can do all these steps, select
some items from your paper calendar and add to your
phone. Try out the different features, including inviting
family and friends. Remember this guide is always
available for you to refer back to if you need a reminder on
how to do something. Google Assistant (Android
Program that responds to your voice) can be used to
perform functions by voice. Some things to know:
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Connect Through Tech

Introduction (continued)

1. Some Android phones may not have Google
Assistant (Android Program that responds to your
voice) pre-installed. If not, the app can be
downloaded from the Google Play Store.

2. The Google Assistant works differently at different
times. Be patient and try the suggestions below one
at a time until it responds. If it continues to be
unresponsive, switch to completing tasks by hand.

a. double tap the home button (this is the method
used in this guide)

b.click (tap) the Google Assistant app.

c. say “OK Google” or “Hey Google,” (if needed,
activate this feature in Settings - ask your
coach to show you how)

d. if a blue microphone appears at the bottom of
your screen, tap microphone and begin
speaking

3. Google Assistant may not always understand your
request. This is not because you are doing
something incorrectly. Simply try rewording what
you want to do. You may have to experiment to find
out what works best on your phone.
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Creating an Appointment
By Voice

Step 1. Press and hold home button on bottom of phone to
open (start) Google Assistant (Android Program that
responds to your voice).
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Creating an Appointment
by Voice (continued)

Step 2. Say “Add an event to my calendar.”
Google Assistant (Android Program that responds to
your voice) will respond “What’s the title of the event”

Step 3. Say “Meeting with Mark.”
Google Assistant will respond “All right. When is the
event?”

Step 4. Say “1 PM tomorrow”
Google Assistant will respond “Alright. Meeting with
Mark tomorrow at 1 PM. Do you want to save that?

Step 5. Say “Yes”
Google Assistant will respond “Alright, | saved your
event” and will display screen below.

Alright, | saved your event.

Meeting with Mark
Tomorrow, 1:00 PM - 2:00 PM

—> Open Calendar
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Creating an Appointment
By Hand

Step 1. Click (tap) Calendar app.

Assistant Calculator Calendar Clack

—

D N @ %

Cantacts Maps Memo Settings

Lo =@

Phone Voicemail |, ' Messages Email Apps

NOTE: This icon (picture) may be in a different location on
your screen. As long as the icon is the same, it doesn’t
matter where it appears.
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Creating an Appointment
By Hand (continued)

Step 2. If your calendar displays the screen shown below,
click (tap) on the month in which you’d like to schedule an
appointment. If not, proceed to next step. Today’s date
will be highlighted in blue.

TODAY VIEW

January February March
1 2 3.4 5§ 1 2 T2
a4 B 9 2 71 R 34 K &4 F B 9 3 4 K 4 4 B 9

10112 1 14 15 18
1713 19 2 11 22 33
b B T s M| B

1314 15 15 17 1A 19
2] 1 X2 E3 IS D6
AAF E AN

12 13 714 715 1E
17 13 19 2 21 22 I3
s TR R

April May
12 3 414 5 8 1o g
A8 9 70 711 77 13 2B 9 a0

b0 L I T S i . B -1
LT I = = s -4 o)
v e ea () R
il

12 713 14 15 (s 17
=Tt con s ey s
R s s e ) |

14015 T4 17 1| 19 AW
21 22 I3 3 35 I I7
b e B 1|

July August September
1 2 3 12 3 4 5 &§ 7
LT T S . N B [ 8 9 70 71 77 13 14

1 2 3 4 5 8§
N - T B [ e b B i 4

14 015 1417 1| 19 A

12 14 15 18 17 18 19
2] 31 X2 3 IS D5
AR A A

1712 13 14 715 (16 17 (15 16 17 18 19 20 2

21 12 %3 1 I5 THh I7 18 19 23 21 22 Z3 R X2 I3 E) 5 6 IZT I3

e - { B | P R T e e e | =1 3

Dctober November December
Tl@dnd h 1 2 1234 58657

a4 B 9 1 717 2 4 4 &4 4 B 9 B 9 10 1 1713 14

B = = & I R -
7 13 19 2 21 22 33
b B R R A |

15 15 17 1|8 19 20 21
2 3 25 D6 7 I3
ot B { B |
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Creating an Appointment
By Hand (continued)

Step 3. Add an appointment by clicking (tapping) the Plus
Sign in lower right corner of screen.

TODAY  VIEW

SUN MCH TUE VED THU FRI SAT

16 17 18 19 20 21 22

23 24 25 26 |¢H | 28 29

30
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Creating an Appointment
By Hand (continued)

Step 4. Enter (type) Title (description) of your
appointment.

CANCEL SAVE
\

All day

Start Thu, Jun 27 11:00 AM

End Thu, Jun 27 12:00 PM

dorottechcoaching@gmail.com

L 10 mins before ADD
m © & & v
il20zals0sl70l2l0
alwlelrlTlvlul 'lolr
alsiolelslulolxlL

Sl zlxlclvlsInME=E

1#1 . English {US}) < <}—_fl
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Creating an Appointment
By Hand (continued)

Step 5. Click (tap) on Start to select date and time (will
default to today’s date and current time, but you can

change it— see next step).

CANCEL SAVE

Chat with Mard

End Thu, Jun 27 12:00 PM

dorottechcoaching@gmail.com

10 mins before ADD

) Marc Marco Marcus

1121345161789 0

AlsiplelslHl ol
ZixlclvislInIMil &

1#1 i English {US) ‘ <J\___I']

All di/
Start Thu, Jun 27 11:00 AM

alwlelrliTivlul ilolr

/
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“mae®  Connect Through Tech
Creating an Appointment
By Hand (continued)

Step 6. Scroll up and down to select date and start time of
your appointment. NOTE: You are selecting date, hour,
minute, and AM/PM.

START END

JUNE 2019

16 17 18 19 20 21 22
23 24 25 26 @ 28 29
30

al ol ol

CANCEL DONE
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Creating an Appointment
By Hand (continued)

Step 7. Click (tap) on End to select end time of your
appointment.

START EN[)‘;\\\\\\
JUNE 2019 > Y

19, I 18 19 20 21 22

23 24 25 26 @ 28 29
30

11 : 00 AM

CANCEL DONE
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Creating an Appointment
By Hand (continued)

Step 8. Appointments will default to one hour, but you can

select different end time. To do this, scroll up and down to
select end time of your appointment.

CANCEL SAVE

START END

JUNE 2019

16 17 18 19 20 21 22

23 24 25 26 @ 28 29
30

00

PM

— —>
—

CANCEL DONE
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Creating an Appointment
By Hand (continued)

Step 9. You can now save your start and end time by
clicking (tapping) on Done.

START END

< JUNE 2019 >

16 17 18 19 20 21 22
23 24 25 26 @ 28 29

30 ] 3 4
| 59 AM
2 00 PM
3 01

4

CANCEL DONE
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Creating an Appointment
By Hand (continued)

Step 10. Click (tap) on Save to save your appointment.

CANCEL SAVE \

Chat with Marc

All day
Start Thu, Jun 27 1:00 PM
End Thu, Jun 27 2:00 PM

dorottechcoaching@gmail.com

10 mins before ADD
MAP
Repeat
Never
CONTACTS
Show me as
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Creating an Appointment
By Hand (continued)

Step 11. Your calendar now shows your appointment. To
see more or less detail, you can click (tap) on View to
select Year, Month, Week or Day. To change other
settings (optional), proceed to next section.

SUN MON TUE WED THU FRI SAT SuN MOH TUE WED
1
2 3 4 5 6 74 8 2 3 4 5
Tasks
9 A 41 92 93 94 15 g Hg 49 a2 13 14 18
16 97 18 19 9@ o1 22 16 17 18 19 20 21 22
23 24 25 26 |6 | 28 29 23 24 25 2 | @ | 28 29
Chat witl | Chat with
30 ) 30 4
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Other Appointment Options
Recurring Appointments

Step 1. Click (tap) on appointment you wish to schedule
on a recurring basis.

TODAY  VIEW

SUH MM TUE WEN THU FRI 54T
23 24 25 2% | €| 28 29

— /
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Other Appointment Options
Recurring Appointments (continued)

Step 2. Click (tap) on View more.

< SHARE DELETE

Chat with Marc

All day
Start Thuy, Jun 27 1:00 PM
End Thuy, Jun 27 2:00 PM

dorottechcoaching@gmail.com

10 mins before ADD

v View more€—
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Other Appointment Options
Recurring Appointments (continued)

Step 3. Click (tap) Repeat.

< SHARE DELETE

Chat with Marc

All day
Start Thu, Jun 27 1:00 PM
End Thuy, Jun 27 2:00 PM

dorottechcoaching@gmail.com

10 mins before ADD
MAP
‘7__.‘ Repeat /
Never
CONTACTS
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Other Appointment Options
Recurring Appointments (continued)

Step 4. Select whether appointment will repeat daily,
weekly, monthly or yearly (or customize your recurrence).
In the example below, Weekly is selected.

< REPEAT

() Never

(O Daily

® Weekly €—
(0 Monthly

() Yearly

() Customize

Duration
Forever
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Other Appointment Options
Recurring Appointments (continued)

Step 5. To select how long your recurring appointment will
continue, click (tap) on Duration.

< REPEAT

() Never

(O Daily
® wWeekly

(0 Monthly

() Yearly
/

O CUSV-
Duration

Forever
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Other Appointment Options
Recurring Appointments (continued)

Step 6. Select Forever (if you would like your appointment
to repeat indefinitely), Repetitions (to specify how many
times appointment should repeat) or Until (to specify end
date for your recurring appointment). End date of August
31, 2019 is selected below. Click (tap) Done to save.

< REPEAT < REPEAT

() Never () Never

(O Daily O Daily

® Weekly ® Weekly

) Monthly O Monthly

() Yearly - AUGUST 2019

() Customize
9 2 3

4 5 6 7 8 9 10

Forever 11 12 13 14 15 16 17

18 19 20 21 22 23 24

Repetitions
P 25 26 27 28 29 30 €

Until

N

) CANCEL DONE
S —
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Other Appointment Options
Recurring Appointments (continued)

Step 7. Your recurring appointment is saved. Click (tap)
upper left arrow to view updated calendar.

< ‘iﬁm

() Never

(O Daily

® Weekly

(O Monthly
() Yearly

() Customize

Duration
Until

SAT, AUG 31, 2019

CANCEL SAVE

Chat with Marc

All day

Start Thuy, Jun 27 1:00 PM
End Thu, Jun 27 2:00 PM

dorottechcoaching@gmail.com
10 mins before ADD

MAP

Repeat

Weekly, Until Sat, Aug 31, 2019
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Other Appointment Options:
Inviting Others

NOTE: Steps below will differ whether or not person to

invite to your appointment

Is already in your Contacts.

Step 1. Click (tap) on appointment you are inviting other

people to join.

TODAY  VIEW

SUN MON TUE WED THU FRI SAT

23 24 25 2 [ €9 | 28 29

_~

11:44 P
AM /

Chat with Marc

/
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Other Appointment Options:
Inviting Others (continued)

Step 2. Click (tap) on View more.

< SHARE DELETE

Chat with Marc

All day
Start Thuy, Jun 27 1:00 PM
End Thuy, Jun 27 2:00 PM

dorottechcoaching@gmail.com

10 mins before ADD

v Viewmore €
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Other Appointment Options:
Inviting Others (continued)

Step 3a.To invite people not in your Contacts, click (tap)
Invitees on the bottom of your screen.

< SHARE DELETE

Chat with Marc

All day
Start Thu, Jun 27 1:00 PM
End Thu, Jun 27 2:00 PM

dorottechcoaching@gmail.com
10 mins before ADD

MAP

Repeat /

Never /

CONTACTS
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Other Appointment Options:
Inviting Others (continued)

Step 3b. Enter (type) email address of the person to add
to your appointment, then click (tap) Add (left below). If d,
you want to add others, repeat these steps for each
person (right below). Click (tap) Save when finished.

CANCEL SAVE CANCEL SAVE 2
10 mins before ADD
MAP i Repeat
Never
Invitee
Repeat

N jbecker@gmail.com —
Never

ONTACTS
Qecker@gmail.com; ADD < >C

(€)) come comments coming ) \ 3 v
TR23 45671 8192]0 1120304450160 708019])0
glwlelrlilylulilolp alwlelrltlylulilolp
alsfdlflaln]ilx]! alsldlelalnlilc]!
Wl zIxlcllviblnlm a BzIix{clvlbnmi<=
Hill , |©@ EN(US) . | .com Done # , @ EN(US) . .com Done
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Other Appointment Options:
Inviting Others (continued)

Step 4. If person is already in your Contacts, add them by
starting to type their name or their email, then clicking
(tapping) on person’s name and email address when it

appears.
CANCEL SAVE CANCEL SAVE
30 mins before ADD
MAP
Repeat
Never
Harry Metson
harrymetson@yahoo.c...
Harry Metson
harr stsonf@yahoo.c...
M’ ADD 1arrymetson@yahoo.c
(c harry harr Harris

AT1203 454674890

alsldlflalnljlcll
Tl zlxlclvibinlmil=

.com Don

# , | @ EN(US)

harr ADD

qvw'ert'y'u”iopJ
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Other Appointment Options:
Inviting Others (continued)

Step 5. Click (tap) Save when finished.

CANCEL SAVE
— \
=] \ \

1 Repeat

Never

Invitees
jbecker@gmail.com —

Harry Metson —

| CONTACTS

EN(US) . Done
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Other Appointment Options:
Inviting Others (continued)

Step 6. Screen shows who you've invited to your
appointment.

< SHARE DELETE

Chat with Marc

All day
Start Thu, Jun 27 1:00 PM
End Thu, Jun 27 2:00 PM

dorottechcoaching@gmail.com

10 mins before ADD
Invite DETAILS
jbecker@gmail.com —
Harry Metson —
CONTACTS
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Other Appointment Options:

Reminders for All Appointments
(recommended)

Step 1. Click (tap) Calendar app.

— -
Calculator Calendar Clack

AN @ ©

haps Memo Settings

L6 v

Phone Voicemail | | Messages Email Apps

NOTE: This icon (picture) may be in a different location on
your screen. As long as the icon is the same, it doesn’t
matter where it appears.
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Other Appointment Options:

Reminders for All Appointments (continued)

Step 2. From whatever calendar view you are in, click

(tap) on the three vertical dots in upper right corner.

SUN

16

23

30

MON

10

17

24

Monthly View Weekly View
TODAY VIEW< : > TODAY VIEW < : >
TUE WED THU FRI SAT SUN MON TUE WED THU FRI SaT

11 12 13 14 15

18 19 20 21 22

25 26

¢ | 28 29

EIE

e s 4 5 6

Mark
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Other Appointment Options:
Reminders for All Appointments (continued)

Step 3. Click (tap) on Settings.

‘ | Search

Manage calendars
SUN MON TUE

m 1

Sync now

= Settings/

Mark
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Other Appointment Options:
Reminders for All Appointments (continued)

Step 4. Click (tap) on Set default reminders.

< CALENDAR SETTINGS

First day of week
Local default

Show week numbers
Hide declined events &«

Weather forecast
Show weather information in

Calendar.

Notifications /
Set default reminders /

Highlight specific time events
Show color highlights for events that
last less than a day in month view.

TIME ZONE

Lock time zone

Lock event times and dates to your se

lected fime zone. Thev will not chande

Page 37
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Other Appointment Options:
Reminders for All Appointments (continued)

Step 5. Click (tap) on Events, then pick when would like to
receive a reminder. Once you click (tap) the time you
want (see choices below), you will see screen in step 6.

< SET DEFAULT REMINDERS < EVENTS
Events 7~

f e @) None
All-day events () Ontime
None

5 mins before
10 mins before

15 mins before

1 hour before

O

O

O

(O 30 mins before
O

(O 1 day before
O

Customize
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Other Appointment Options:
Reminders for All Appointments (continued)

Step 6. For all events (appointments) you create, you will
now receive a reminder prior to the start time. Here 30
minutes was selected. NOTE: If desired, you can select a
different default reminder time to apply only to all-day
events. You can change the default whenever you wish by
repeating the earlier steps.

< SET DEFAULT REMINDERS

Events
30 mins before

All-day events

MNone
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Other Appointment Options:

Reminders for a Specific Appointment
(if you did not set reminders as a default for all appointments OR
If you wish to use a custom reminder for a specific appointment)

Step 1. Click (tap) on the appointment for which you want
to receive a reminder.

TODAY  VIEW

SUN MON TUE WED THU FRI SAT

23 24 25 2 [ €9 | 28 29

11:44 P
¥ /
Chat wnh Marc /
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Other Appointment Options:
Reminders for a Specific Appointment (continued)

Step 2. Click (tap) on Add reminder or Add.

CANCEL SAVE

All day

Start Thu, Jun 27 1:00 PM
End Thuy, Jun 27 2:00 PM

dorottechcoaching@gmail.com

T —
.<ujdreminder A/DD>

MAP
Repeat
Never
Invitees
jbecker@gmail.com -—
Harry Metson —
CONTACTS
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Other Appointment Options:
Reminders for a Specific Appointment (continued)

Step 3. Click (tap) time when you would like to receive a
reminder. Here, a reminder 10 minutes before the start
time of the appointment is selected, which will bring up
screen on next page.

< REMINDER

Alert type Notification ¥
() None

() Ontime

() 5mins before
() 10 mins before
() 15 mins before
% 30 mins before
) 1 hour before
(O 1 day before
() Customize
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Other Appointment Options:
Reminders for a Specific Appointment (continued)

Step 4. Your 10 minute alert is set. Click (tap) Save to
save your changes.

CANCEL SAVE €
Start Thu, Jun 27 1:00 PM
End Thu, Jun 27 2:00 PM

dorottechcoaching@gmail.com

ST
LY 10 mins before ADD
\

MAP
Repeat
Mever
Invitees
jbecker@gmail.com —
Harry Metson —
CONTACTS
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Checking Your Calendar
by Voice

Step 1. Press and hold home button on bottom of phone to
open (start) Google Assistant (Android Program that
responds to your voice).
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Checking Your Calendar
By Voice (continued)

Step 2. Ask Google Assistant (Android Program that
responds to your voice), “What’'s on my calendar?

Google Assistant will announce “Here, | checked
your Google Calendar” and will narrate your event(s)
and display below screen. Google Assistant will
show up to 3 appointments; to see more
appointments, click (tap) Open Calendar.

what's on my calendar

Here, | checked your Google
Calendar

Jul 2 -Jul 6
Chat with Marc /
Jul 3, 1:00 PM - 2:00 PM /.

2 OPEN CALENDAR
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Checking Your Calendar
by Hand

Step 1. Click (tap) Calendar app.

O & ®© O

Assistant Calculator Calendar

2.4 @ <

Cantacts Maps Memo Settings

C D v@

Phone Vaicemail | | Messages Email Apps

NOTE: This icon (picture) may be in a different location on
your screen. As long as the icon is the same, it doesn’t
matter where it appears.
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Checking Your Calendar
By Hand (continued)

Step 2. If your calendar displays the screen shown below,

click (tap) on the month in which you'd like to review your

calendar. If not, proceed to next step. Today’s date will be
highlighted in blue.

N
TODAY VIEW c

January February March
1 2 3 435 1 2 i e
4 f B 9 27177 24 h & S 82 9 2 4 h & S B 9

13 14 715 15 17 18 19
2 E2E3 156
P e B ) |

a1 12 13 14 15 14
71BN 2B
e R TR R ]

1 12 13 14 15 18
1713 19 3 2B
e B T I s e |
1

April May

1 23 435 46 Tl 1
- I B | I | I v i) hoh R 72T a 4 R
1415 154 17 18 19 20 12 13 14 15 18 17 9 13112 13 14 15
7l 72 %3 21 25 25 7 922K 2EH % 77 13 19 2 21 22
P A Mo | L T T e i | G e B T ] @ A

July

123 43 5
FAN . e | B | e P
14 115 15 17 18 19 X
21 22 33 3135 35 I7
FHOFEL R

October

1. 2 83 43§
a 4 R o9 o
12 14 15 (15 17 18 19
¥ F1 2 Z3 PAOE5 IS
s B B B3 |

August

Tiz2ed
4 ho o4 F B 9 U
12 13 14 15 18 17
LI = vt s M |
TR R B - I 3 |

MNovermber

1 2
3 4 hoa 5 "1
112 13 (14 15 s
T - I 1= s 0 R o v |
bt B TR R R T B 1 |

September

1284 3 57
09 1117 13 14
15 718 17 18 19 20 21
2 X331 35 3h T M
E

December

152350 8857
A 09 711117 13 14
U5 15 17 1A 19 20 21
T2 Z3 I I5 Fh ET 73
b B |

Page 47




1WONS .
quu.\.f\g /7:}/0'

§ >

DOROT

)
>J)

"maex®  Connect Through Tech
Checking Your Calendar
By Hand (continued)

Step 3. Click (tap) on day for which you’d like to review
calendar. Current date is always highlighted in blue.
NOTE: Dates with appointments will have brief text
descriptions for each event.

TODAY  VIEW

SUN MOCN TUE WED THU FRI SAT

16 17 18 19 20 21 22

[27 | 28 29
| Chat with|

| Leave fur! \
30 : \

23 24 25 26
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Checking Your Calendar
By Hand (continued)

Step 4. Titles of appointments for selected date will
appear. To get more details for a specific appointment,
click (tap) on that appointment.

27

THURSDAY

Chat with Marc
1:00 PM - 2:00 PM

Leave for DOROT Event

4:30 PM - 5:00 PM
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Checking Your Calendar
By Hand (continued)

Step 5. Appointment details, such as others joining the
appointment and a reminder notice will display on screen
(if you chose these options).

CANCEL SAVE

Chat with Marc

All day
Start Thu, Jun 27 1:00 FM
End Thu, Jun 27 2:00 PM

dorottechcoaching@gmail.com

30 mins before ADD
MAP

Repeat

MNever

Invitees

jbecker@gmail.com  —

Harry Matsnn  —
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Changing Appointment
Step 1. Click (tap) Calendar app.

5 @

Assistant Calculator Calendar

2. @ 5

Cantacts Maps Memo Settings

6 =@

Phone Vaicemail | | Messages Email Apps

NOTE: This icon (picture) may be in a different location on
your screen. As long as the icon is the same, it doesn’t
matter where it appears.
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Changing Appointment (continued)

Step 2. Click (tap) on day with appointment you'd like to
change.

- TODAY VIEW
JUN

SUN MON TUE VED THU FRI SAT

16 17 18 19

23 24 25 26

30
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Changing Appointment (continued)
Step 3. Click (tap) on appointment to change.

27

THURSDA

Chat with Marc
1:00 PM - 2:00 PM

Leave for DOROT Event

4:30 PM - 5:00 PM
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Changing Appointment (continued)

Step 4. Change any detail about appointment. In this
example, the day is changed for Chat with Marc to June
28, 2019. When finished, click (tap) Save in upper right
corner of screen to save changes.

CANCEL SAVE ¥~ _|

Chat with Mard \
All da

Start Fri, Jun 28 1:00 PM >

nd Fri, Jun 28 2:00P

dorottechcoaching@gmail.com

30 mins before ADD
MAP

Repeat

MNever

Invitees

jbecker@gmail.com  —

Harrv Matann  —
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Changing Appointment (continued)

Step 5. Appointment is now scheduled for June 28, 2019

(daily view and monthly view shown below).

28

FRIDAY

Chat with Marc
1:00 PM - 2:00 PM

JUN

2019

SUN

16

23

30

MCH

10

17

24

TUE

11

18

25

VED

12

19

26

TODAY  VIEW
THU FRI SAT
: 1
6 7 8
13 14 15
20 21 7
27 28 | 29

|Leave for Chat with
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Canceling an Appointment

Step 1. Click (tap) Calendar app.

0 & © O

Assistant Calculator Calendar

2N @ ©

Cantacts Maps Memo Settings

L6 v

Phone Voicemail | | Messages Email Apps

NOTE: This icon (picture) may be in a different location on
your screen. As long as the icon is the same, it doesn’t
matter where it appears.
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Canceling an Appointment (continued)

Step 2. Click (tap) on day with appointment you’d like to
cancel.

JUN

SUN MON TUE WED THU FRI SAT

TODAY  VIEW

16 17 18 19 20 21 22

23 24 25 26 27 28 29
Leave for Chat with
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Canceling an Appointment (continued)

Step 3. Click (tap) on appointment to cancel.

28

FRIDAY

Chat with Marc
1:00 PM - 2:00 PM
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Canceling an Appointment

Step 4. Click (tap) on Delete to cancel appointment.

< SHARE DELETEwg

" Chat with Marc

& All day
Start Fri, Jun 28 1:00 PM
End Fri, Jun 28 2:00 PM

dorottechcoaching@gmail.com

L 30 mins before ADD

Invitees DETAILS

e

jhecker@gmail com —

Harry Metson —

CONTACTS

Attending? Accept ¥

~  View more
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Canceling an Appointment

Step 4.You will be asked to confirm that you want to delete
this appointment. Click (tap) on Delete.

< SHARE  DELETE

" Chat with Marc

@ All day &
Start Fri, Jun 28 1:00 PM
End Fri, Jun 28 2:00 PM

Delete event? /
! |

CANCEL DELETE

jbecker@gmail.com —

Harry Metson —
Name/email address CONTACTS

Attending? Accept ¥

~  View more
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Canceling an Appointment (continued)

Step 5. Appointment is removed from calendar. (Daily
view and monthly view shown below).

TODAY  VIEW

JUN

2019
SUN MOH TUE WED THU FRI SaT

28

FRIDAY

Mo events or tasks 16 17 18 19 20 21 22

23 24 25 26 27 28 29

|Leave for

Page 61



1VONS .
QIVONS Nezs,

((,' ™

DOROT

)

wsox®  Connect Through Tech

5
L

DOROT hopes that you have found this guide useful and
that it has made technology easily more accessible.

We would love to hear from you. Please share your
comments through technologyhelp@dorotusa.org.
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