Setting the Time Zone to Central Standard Time in Google Calendar

1. Loginto myllT at http://my.iit.edu
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2. Click “Google Apps for Students” icon
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3. Click “Calendar”
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4. Click the Calendar Settings icon
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Calendar settings

Calendar help

Month 4 Days Agenda More Labs

Use the classic look

112722 Fri 12723 Sat 12124

5. Click “Calendar settings” from menu

Calendar settings I

Calendar help

Month 4 Days Agenda More Labs

Use the classic look
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6. Click the dropdown arrow across from “Your current time zone:”

Calendar Settings
General Calendars Mobile Setup Labs

« Back to calendar | Sawe | [ Cancet |

Language: English (US) 3

Country: United States
{choose a different country o s=e other time zones)
(SMT-06:00) Central Time
(GMT-10000) Hawaii Tirme:
(GMT-09000) Alaska Time
GMT-08:00) Pacific Tme
(GMT-07 2000 Mountain Time
(GMT-07 000 Mountain Time - Anzona
(GMT-06:00) Central Time
_[GMT-O_E'DP:I Eastern Time

Your current time zone:

Date format:



7. Select “(GMT — 06:00) Central Time” from the dropdown menu

Calendar Settings
General Calendars Mobile Setup  Labs

« Back to calendar | Save Cancel
Language: English (US) [=]
Country: Unted States
(choose a different country to see other time zones)
Wour current time zome: -{GM'I'-DE:ODj Cantral Tens [:
(GMT-10:00) Hawail Time
(GMT-09.00) Aaska Teme
((GMT-08:00) Pacific Tinme
Date format:

8. Click Save to save changes

Calendar Settings
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Booking an appointment slot

Log into mylIT at http://my.iit.edu
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Click “Google Apps for Students” icon
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Click “Appointment Calendar”
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5. Click “Next available appointment slot on ...”
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6. Click the day that shows reservation slots available
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7. Click a reservation slot (“Rese”) to book the appointment

Today | [0 BEH Wednasday, Jan 4, 2012
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8. Click “Save”

Book an appointment

What Reservation 0&(Student Name)
When Wed. January 4. 2012, 09:00 - 10:00
Who Student Name

Where

Description

Cancel

9. Click “View / edit in Google Calendar”

Book an appointment

View / edit in Google Calendar

10. Click “Save”
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SAVE

Discard changes

This event was created from an appointment slot.

Reservation 06 (Student Name)

Wed, January 4, 2012, 09:00 — 10:00

Event details

Where
Calendar

Description

Find a time

Click to add a location

PESL Assessment Schedule

Click to add a description

Tip: You can customize the
details of the event after you
save it

X

pr stay here.

Cancel appointment



Cancelling A Reservation

1. Loginto mylIT at http://my.iit.edu
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2. Click “Google Apps for Students” icon
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3. Click “Calendar”
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4. Click “Agenda”

student@hawk it edu - | 3¢

Week Month 4 Days Agenda More = Q -

5. Click the Reservation
Expand All Collapse All
09:00 - 10:00 7l Reservation 06 (Student Name) =2
6. Click “Delete”
09:00 - 10:00 B Reservation 06 (Student Name) =2
Calendar PESL
Who PESL, student@hawk.iit.edu
Color |_
Going? Yes
7. Click “Delete & notify guests”
Delete event? >

Do you want to notify your guests that you're cancelling "Reservation 06 (Student Name)"?

Delete without notifying guests ] | Don’t delete I




