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HOW DO | ACCESS MY GOOGLE CALENDAR?

EXIT TICKET CALENDAR INFO ACTIVITY
19.1.6.1

Directions: Look at the Gmail Inbox. Highlight or circle where you can
locate your Google Calendar.
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Inbox (2) WeWork WeWork cares about your security - wework Hi Daniel, In order to protect our members from being the victims of phishing campaigns and th
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Drafts (2) = Everything else

Asana me (no subject)

Mare ~
WeWork, me (3) Reminder - Ticket Awaiting Your Reply: Hello, Two of the people in the office have been... - Hello, | apologize for the wait. | View ticket A
WeWork Gabrielle just sent you a message - WeWork Hi there, You have new message(s) from Gabrielle Mazza: At 12:04 PM Gabrielle sent: Women o
me {no subject) - Daniel Colon Graphic Design Intern, Digitability e:Daniel@digitability.com | w:digitability.com
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Thank you for your Print & Marketing Services request - Always make a great impression. DAILY DEALS STAPLES COUPONS ELECTRONIC
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WORKPLACE CONNECTIONS
19.1.WC.1

Access
Google Calendar

Directions: You just started working at a Doctor’s Office. How could you
use Google Calendar to help you be better at your job?

Digitability™ - Be Work Ready! © 2018

19



MY GOOGLE CALENDAR?

_Q_._._._‘ LVL 2 UNIT 19: LESSON 1 HOW DO | ACCESS

i

WORKPLACE CONNECTIONS

19.1.WC.2

Access
Google Calendar

Directions: You just started working at a Doctor’s Office. Circle the
appropriate ways to use Google Calendar to help you be better at your job.

1. Schedule new due dates

2. Create events at your new job

3. Set a reminder for the movie coming up

4. Share your calendar with a co-worker

5. Set reminders for a weekly meeting
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19.1.WC.3

WORKPLACE CONNECTIONS

Directions: You just started working at a Doctor’s Office. Point YES/NO to
the ways to use Google Calendar that would help you be better at your job.

1. Schedule new due dates

2. Create events at your new job

3. Set a reminder for the movie coming up

4. Share your calendar with a co-worker

5. Set reminders for a weekly meeting

Digitability™ - Be Work Ready! © 2018

A
X

Yes

No

<
X

Yes

No

Yes

Yes

<
X

Yes

No

21






