NHCP Google Calendars

Instructions to add the NHCP calendars to your personal Google account

Tip: For quick access, download the Google Calendar App on your mobile device.

1. Practice Calendars can be found under the Practice Info tab on the NHCP website. The best way to stay
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*Dryland and Swim (D&S). Please make sure that your. has the appropri: for both dryland and swim.

Release for the Gym

All Senior swimmers must print, fill out and bring this release to the gym to have on file with the host facility. Pre-senior swimmers on occasion will be using this facility and are also require to have a
release on file.




3. A Google window will pop up with the option to Choose an account. Click on the account you would like to
add the calendars to.

Google

Choose an account

G _ o

Kristin Sheffer Signed out

' G president@nhcpswimclub.org

(@ Use another account

2~ Remove an account

English (United States) ~ Help Privacy Terms

4. When prompted, enter your password and click on Next.

Google
Hi Kristin

c president@nhcpswimclub.org v

Enter your password
[_ o

Forgot password? —_) m




5. A window will pop up that says, “Add calendars”. All available calendars will be automatically checked.
Uncheck the calendars you do not want to add. Keep the boxes checked for the calendars you want to add.

Then click on Add all
¢ | recommend adding your swimmer’s training group (i.e. Silver), State Team, Notifications & Events and
Meets.

Add calendars

Silver

[J Tiny Tunas
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State Team
Notifications & Events

|:| swimclubnhcp@gmail.com
<swimclubnhep@gmail.com>

Meets

[ Senior1&2

[ Pre-Senior

[ Super Tunas

[[] Holidays in United States
[ JvHs

[] Bronze

Cancel | Addall

6. You will find the NHCP calendars you added on the left side under “Other Calendars”.
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Instructions to set up calendar notifications

(this will result in you getting a daily agenda emailed to your email address each morning along with
notifications of calendar changes)

Tip: Agenda and notifications will be sent to the email address that is linked to your Google account.

1. Under the “Other calendars” section, hover your curser over the calendar (i.e. Silver) and click on the 3 dots
Options for Silver
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2. A box will pop up, click on Settings.

= Calendar Today < > January 2019 Q 8  Month - # A GSuite 0
SUN MON TUE WED THU FRI SAT
l_ Create 30 3 Jan 1 2 3 4 5
6:30pm Silver (P) 6:30pm Silver (0)
/]
S M T T F s

6 7 8 9 10 1 12 +
ol s e a7 e 6:30pm Silver (P) 5.45pm Silver (S) 6:30pm Silver (P) 6:30pm Silver (0) 8:30am Silver (MG)
20 @ 22 23 M 13 16 11:15am Olympian David
27 28 29 30 31 1 2
3 4 5 6 7 8 9
13 14 15 16 17 18 19
Add calendar i 6:30pm Silver (S) 5:45pm silver (S) 6:30pm Board meeting
6:30pm Silver (P) 6:30pm Silver (0)
My calendars ~
Kristin Sheffer
Birthdays Display this only @ 22 23 24 25 26
. 6:30pm Silver (BJ) 5:45pm Silver (S) 6:30pm Silver (P) 6:30pm Silver (0)
Reminders Hide from list |
¥4 Tasks
o Settings < @————
Other calendars
- 28 29 30 31 Feb 1 2
Meets
. . . ‘ . : 6:30pm Silver (P) 5:45pm silver (S) 6:30pm Silver (P) 6:30pm Silver (0) 8:30am Silver (S)
Notifications &E.. X @ [ ] [ ]
Silver oo
o

State Team




3. Under “General notifications”, click on the drop-down box and select E-mail for the options you would like to
receive email notifications for; New events, Changed events and/or Canceled events.
4. You can select E-mail from the drop-down box to receive an email with your agenda every day at 5am.
5. You will need to follow the same instructions above for each calendar you want to receive notifications for
and included in your daily agenda email.
e All calendars that you select with this option will be included in the daily agenda email.
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All-day event notifications
General notifications
Integrate calendar
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General notifications

New events e
Someone sends you an invitation to an event

Changed events None ~
Someone changes an event

Canceled events None ~
Someone cancels an event

Event responses None ~
Guests respond to an event for which you can see the guest list

Daily agenda N
Receive an email with your agenda every day at 5am in your current ime zone

~  None /

Integrate calendar E-mail

6. Toremove a calendar from the “Other calendars” section, in settings, click on Unsubscribe under “Remove

calendar”.
< Settings 4  GSuite @
General
Add calendar v Integrate calendar
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Calendar ID
hibur71usl8di4ndjptgnmkoq8@group.calendar.google.com

Public URL to this calendar

https://calendar.google.com/calendar/embed?src=hibur71usl8di4n4jptgnmkoq8%40group.cale
Use this URL to access this calendar from a web browser

Embed code

<iframe src="https://calendar.google.com/calendar/embed?src=hibur71usl8di4n4jptgnmkoq8%
Use this code to embed this calendar in a web page.

You can customize the code or embed multiple calendars

Customize

Public address iniCal format
https://calendar.google.com/calendar/ical/hibur71us|8di4n4jptgnmkoq8%40group.calendar.got

Use this address to access this calendar from other applications.

Remove calendar

By unsubscribing, you will no longer have access to this calendar. Learn more

Unsubscribe d———




7. A window will pop up, click on Remove calendar. The calendar will now be removed from the “Other
calendars” section.

Are you sure you want to remove Silver?
You'll no longer have access to this calendar
and its events. Other people with access to

the calendar can continue to use it. Learn
more

Cancel Remove calendar




