,, opendccess HELPSHEET

Google Calendar—Booking Itinerant Teacher Visits

Itinerant Teachers (ITs) atSchool of the Air (SOTA) regularly visit families to provide face-to-face learning support.
This help sheet will show you how to book these visits viathe SOTA Itinerant Teacher Visits shared Google Calendars.

IMPORTANT: Please note that SOTA staff can view a detailed history of all changes made to this calendar, including the account
that made the changes. Please do not delete, editor double-book any bookings made by other stations.

If you suspectabookinghas been changed or deleted without consent, please contact SOTA immediately.

1. Openyourinternet browser, go to https://calendar.google.com/calendar and loginto a student OAC Google account

Username: studentID@openaccesscollegesa.com

Password: Student’s date of birth backwards (e.g. January 27t 2008will be 20080127)
2. Tocheckyourcurrent Google account, click the symbol in the top right of any Google website and note the details
Click Add anotheraccountor Sign out to loginto a different Google account
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3. Clickthethree horizontal lines in the top leftto reveal the Calendars section, scroll down inside this section untilyou see
the calendars, clickthe small arrows to the rightto expand them, then tick the box to theleftof your IT Calendar

EI? Calendar Teday < > September 2022 Q @ @ Month - tH ‘&',’mgngccesx°
k SUN MON TUE WED THU FRI SAT
| create - \zs 29 30 31 Sep 1 2 3
Term 3 Week 6
September 2022 < > 1. CIICk
sowom v s s to reveal
28 29 30 31 1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17 2 Scroll
18 19 20 21 22 23 24
25 26 27 28 29 30 1 dOWn
H 3 4 5 6 7 8 11 12 13 14 15 16 7 +
Moot with..
2\ Search for people
Time Insights A
9 18 19 20 21 22 23 24
Te 3 Week 9
0 hr in meetings 3 IICk to i
A More insights expand
My calendars v *

25 26 27 28 29 30 Oct 1

Other calendars + . Term 3 Week 10 MINI SCHOOL at SOTA
Holidays in Australia 4 . T | C k Queen's Birthday (Western J Friday before the AFL Granc
-

—
Teacher Name - IT Calendar bOX(eS) >



https://calendar.google.com/calendar
mailto:studentID@openaccesscollegesa.com

- coenaccess HLPSH EET

COLLEGE

4. Change the time frame in the top right to Month, use the navigation arrows in the top left to locate the week you wish to
book, left-clickthe week name (e.g. Term 3 Week 6) and select the Edit button / to open the editing window
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5. Inthe bookingeventeditingwindow, simplyaddyour station name after the Term and Week (as below) and click Save

Please only change the event booking name; there’s no need to change any other settings in this window

X Term 3 Week 6 - Almerta Station More actions ~

Aug 29,2022 to Sep2, 2022

Allday Does not repeat ~

Event Details Find a Time Guests

(W} Add Google Meet video conferencing Add guests

®  Addlocation

Guest permissions

6. Your bookingshould now appear in the calendar as per the example below (please note the date range and name)
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7. Ifyourbookingdoesn’'tlooklike the above, please follow steps 4 and 5 again or contact SOTA if you have questions
Google Calendar colours are seemingly assigned atrandom, so the colours of your calendars may be different

To change calendar settings, including colours, hover your mouse over the calendarname under Other Calendars in
the bottomleft (seeStep 3 of this guidefor more information) and click the three verticaldots
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