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Today's session

o Digital Office

e Time management and calendaring tips

e Featuresin Google Calendar to help save time
e Further resources

www.ucd.ie/digitaloffice



Digital Office

A toolkit of UCD IT Services resources
around three themes:
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e Time management and calendaring Digital Office
e File storage and sharing www.ucd.ie/digiiBlofiiR

www.ucd.ie/digitaloffice

Join the Digital Office Community on Google Chat:
open to all UCD staff



http://www.ucd.ie/digitaloffice
https://chat.google.com/room/AAAApGGvAUo?cls=7

Time management and calendaring tips

e Keep your calendar up to date!

e Hybrid working needs
o On-site and online presence
o Team calendars and scheduling

e Minimising admin tasks and emails
when setting up meetings
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Google Calendar features: live demo

All links are to the UCD IT Support Hub:

1.
2.
3.
4.
5.
6.
7.
8.
0.

Showing my standard working hours and location

Displaying my calendar to colleagues as blocks of 'busy"

Delegating or sharing my calendar

Setting an out-of-office in my calendar (plus focus time, working location, task)
Checking for a meeting time that suits attendees

Indicating online or on-site attendance at a meeting

Creating and sharing a team calendar (plus video 0:42)

Setting an appointment schedule (e.g. office hours, drop-in clinics)

Propose 1:1 meeting slots in Gmail

www.ucd.ie/digitaloffice



https://fujitsuireland.service-now.com/itucd?id=kb_article_ucd&sys_id=KB0011201
https://fujitsuireland.service-now.com/itucd?id=kb_article_ucd&sys_id=KB0011406
https://fujitsuireland.service-now.com/itucd?id=kb_article_ucd&sys_id=KB0011296
https://fujitsuireland.service-now.com/itucd?id=kb_article_ucd&sys_id=KB0011415
https://fujitsuireland.service-now.com/itucd?id=kb_article_ucd&sys_id=KB0011414
https://fujitsuireland.service-now.com/itucd?id=kb_article_ucd&sys_id=KB0011411
https://fujitsuireland.service-now.com/itucd?sys_id=b4eb6f561b4930142dda7d55464bcbf6&id=kb_article_ucd&sysparm_rank=1&sysparm_tsqueryId=f72260268782751075e431973cbb355e
https://youtu.be/8_pGm2Q3bhc?si=nCLLkqimEgUqZ3rl
https://fujitsuireland.service-now.com/itucd?sys_id=2310583397dcf51087c53717f053af5b&id=kb_article_ucd&sysparm_rank=1&sysparm_tsqueryId=885224268782751075e431973cbb35bd
https://fujitsuireland.service-now.com/itucd?sys_id=c7b898429701395087c53717f053af4f&id=kb_article_ucd&sysparm_rank=1&sysparm_tsqueryId=e712ace28782751075e431973cbb35a7

. Showing working hours and location

Set a regular schedule and/or day by day
« [otear]

Working hours and location x
General A

. Enable working hours
Working hours will inform people if they try to invite you to a meeting outside of these hours

— 0000 - - Working location

Language and region

World clock WORKING HOURS WORKING LOCATION ®

Event settings Monday 9:00am to  5:00pm W  Unspecified = @ 10 Copytoall

—— g S S 2 ® Tuesday, 1 August — Tuesday, 1 August Add time
View options Wednesday 9:00am to  5:00pm B Office = @ @ Choose a location

Events from Gmail Thursday 9:00am to  1:00pm W Unspecified - ®

[ Working hours and location Only people who can view your free/busy availability can see your working hours and location. n Home E Office Other locations ~

Learn more about working hours and location.

Keyboard shortcuts

Main office building

Offline The office that you work at most often. It is used as the default office for your working location and shown with m . | L.
your contact details across Google Workspace.

Appointment schedules

Add-ons

Only your administrator can set your main office location 2 =
Addcalendan N Save Make it a Zoom Meeting

Import & export



2. Displaying blocks of ‘busy’ to colleagues
& 3. Delegating/sharing my calendar

Viewing colleagues’ calendars Choose what to display to whom

General
Export calendar
= B calendar Tody < > April 2024 Q@B Wwk- B @ oo
= @ Add calendar v
o . . - . - - Learn more about exporting your calendar
Create +
+ 23 24 25 26 27 28 Import & export
T e D <]
@ ouctorcs

cwm e | & R G R L M - 3 choose whether,UCD,
@ v wowoa | o 3 Settings for my calendars P! colleagues can see free/busy,
) UL AU ALY

g or, gll'cielsils

Moot it @ EAG Training A [0 Make available to public
S —— e — s —) o
arch forpeope
P | calendar settings : :
Time Insights wv Make available for University College Dublin See only free/busy (hide details)
My caloncars ~ Access permissions for
S ZA;:"" " events Show calendar info in other Google apps, limited by ¢ SERCTICH B LECED)
-
Dightsl office Share with specific people See all event details
00 Leav calodr or groups ¥
[ oz Get shareable link
[ 00 shared team calendar Event notifications ~ N
PR ) Learn more about sharing your calendar
test All-day event notifications
omercaendars  + A ||
HoboysIn velsd Other notifications
Share with specific people or groups
Integrate calendar \You can share details and grant
" e et oy gt s
e EAG Training (Owner) sharing permissions to specific
Remove calendar eagraining@ucd.ie T people/groups.
e
@® Birthdays Make changes and manage sharing ~ X
Digital Office
Make changes and manage sharing ~ X
@ test

You can share your calendar with e _ i R *
specific people or groups ot chres nmars vy <+ X

@ DO on-site calendar + Add people and groups

& NN charad toam calandar



. Setting an out-of-office in Calendar

De

I <o B

o4

Viewing r?Lljt—of—ofﬁce. or outside working

hours while scheduling

Sample meeting

Event Focustime Outof office =~ Working location  Task

Friday, 26 April  12:30pm - 1:30pm

Time zone - Doesn't repeat
Add guests
outside working
EAG Training AR SISO
Organiser (hours,
- La
Suggested times
out of office

Guest permissions
Invite others - See guest list

Add Google Meet video conferencing .

Add rooms or location
Add description or attachments

EAG Training @
Busy - Default visibility - Notify 10 minutes before

Availability might be shown in other Google apps @

Appointment schedule

wors cptions (||

= E Calendar

- -
[~ Create

Meet with...
Time Insights v
My calendars ~

EAG Training
[ sirthdays

Digital Office

DO Leave calendar
[0 Do on-site calendar
[ Do shared team calendar
Tasks
test

Today

2AM

9AM

12PM

2pPM

e

4PM

SPM

6PM

Setting your time block type

< > April 2024

A Home

Check ServiceNow spreadsheet
9 -10am

@ Out of office
11am - 12pm

busy, 12pm

busy
2-3pm

supvort T ETEAD

A A Home

G

TUE WED

23 24

A Home

& Office
A Home

Out of office

Event  Focus time \Working location ~ Task

Monday, 22 April  11:00am - 12:00pm

Doesn't repeat
Automatically decline meetings
(O only new meeting invitations

(® New and existing meetings

Message
Declined because | am out of office

- Q@

Availability might be shown in other Google apps (@

Public

25

.

Appointment schedule




5. Checking meeting times

Enter email address(es) to ‘Meet with...’

= [ calendar Today < > April 2024 2
MON TUE WED THU View schedules, Fri
I_ Create ~ @ 23 24 25 by, colour, 26
April 2024 < > cuTs01 MW A Home A A Home B B & Office A A Home A Home
B Office
M T wW T F s s © Out of office
1. 2, 3 4. 8 & 7 aAM
g 9 10 1 12 13 14
15 16 17 18 19 20 21 9AM T g
e 23 24 25 26 27 28 —
—
10 AM :
29 30 1 2 3 4 5 o busy Suppon- Support Triage, 1_ Support Triage, 1 prt L Ry Support Triage, 1
10— T1am~_ 1
6 7 8 9 10 M 12 s 2 : ?(l]jpz%mﬂl ‘ ?g?o 1115
o L L. L2 e [ Service Now Tickets, 11am }
@
Meet with. busy, 1 Bﬂam
12PM
g~ X S Rt :
busy 12-1pm 12~1pm 8 ]
(= z X 1PM 12:30 - 1:30pm
Search for people —_—
i busy Test office hours, 2pm
2 — 2:45pm 5
Time Insights AV busy, 2:30pm
i p pport. S busy. 3pm _____( Tnage - Support, 3§ p age - Suppo ge - Support, 3p
My calendars A

on the left to see available timeslots




6. Indicating online or onsite attendance at a meeting

TUE WED THU
23 24 25
A Home B Office
7 W > ¢

® Sample meeting
Thursday, 25 April - 3:00 - 4:00pm

= Take meeting notes :
Start a new document to capture notes
o  2guests
S 1 yes virtually 0 ®
1 awaiting
Laura Toby [
4« Organiser
Home ® Test office hours, 2pm
G EAG Training &
Set your working location drcpdown fo
A
A 10 minutes before Mcw
or,in person
e L et Pt
(3 LauraToby attendance
ettt
= =
Going? Yes | v No Maybe v

I V | o ves

Ol Yes, ina meeting room

O«  Yes, joining virtually




/. Creating and sharing a team calendar

Create a shared
Google Calendar

-


http://www.youtube.com/watch?v=8_pGm2Q3bhc

Additional helpful features

Appointment Schedules:
useful for office hours, drop-in
clinics

Proposing 1:1 meeting times
from Gmail:

helpful where you don't have
access to someone else’s
calendar

ARE Y@,READY
| ~"FOR MORE?

www.ucd.ie/digitaloffice



8. Setting an appointment schedule

O 0@ [O fiegetam ™ x4+
Very useful for office B Colendar  am
hours: shareable booking - m— -
page % 3
Note: appointment slots
(previous version) are oo
changing to schedules in SRR
July gl

.....




9. Propose 1:1 meeting slots from Gmail

P o

New feature:

currently only possible
with one other
attendee

;s G




Resources and support

o UCD Digital Office: www.ucd.ie/digitaloffice

e UCD IT Support Hub: www.ucd.ie/ithelp

e Google Workspace Community on Google Chat

e Google Workspace Help Centre:
https://support.google.com/calendar/

e Linkedln Learning: Introduction to Google Calendar on LinkedIn

Learning

www.ucd.ie/digitaloffice


http://www.ucd.ie/digitaloffice
http://www.ucd.ie/ithelp
https://chat.google.com/room/AAAApGGvAUo?cls=7
https://www.linkedin.com/learning/introduction-to-google-calendar/
https://www.linkedin.com/learning/introduction-to-google-calendar/

sn  WWw.ucd.1e/digitaloffice

Thank you!


http://www.ucd.ie/digitaloffice

