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Introduction 
 
Google Calendar is one of the suite of online applications offered by Google. It is an 
online diary and calendar management tool that operates from the internet through a 
web browser. 
 
Google Calendar can be used to assist various types of students, and in particular has 
a useful role in supporting students who have to keep regular meetings with support or 
teaching staff and have difficulty in remembering meetings. This is a symptom often 
found in dyslexic students and some students with a variety of mental health 
conditions. 
 
This paper briefly outlines how it has been used in this way to support some students 
in Computer Science at the University of Hull, but these techniques can be equally 
applied to other students with ease. 
 

Google Calendar 
To connect to Google documents visit ht t p: / / cal endar . googl e. com/  in 
your web browser. It should work in all browsers, but in my experience there have 
been problems in IE (Internet Explorer) but it works perfectly in Mozilla Firefox. 
 



 

Google Accounts 
 
To be able to use the service a Google account must be created. Many students and 
staff already have a Google account of some form, but are not fully familiar with the 
options available, particularly when considering aspects of student support. In 
particular people often confuse a Google Mail account with Google Accounts 
generally. They assume that a Google Mail account is a requirement to use other 
Google applications and facilities. This is not the case. 
 
 For the support of students using Calendar it is best to create a Google account using 
ones normal university/college email address. This applies for both the student and 
staff members concerned. The student and staff can then communicate with each 
other using the normal address that they know, and published, in course handbooks 
for example. 
 
To be able to create such a new account, one must first log out of any other Google 
account, such as Googlemail first. Google applications only permit one active account 
per browser. 
 



 
 

Making Appointments 
 
In this scenario I am assuming that we are interacting with a student who has made an 
appointment previously using this system and is familiar with its operation. 
 
We are making a new appointment with a student, either during the current 
appointment or as a result of an email dialogue that requested a meeting. The time and 
data are agreed. First, one enters this in the tutors calendar by pointing and clicking on 
approximately the desired time slot (detailed times can be corrected later): 
 

 



 
We can add in the text box the exact times and a description of the event: 
 

 
 
To help the student remember this event we can put it in their calendar by using the 
invitation feature on the “edit event details”  button, but also ensure that you unselect 
the “ invite others”  button! (Student’s do not normally invite others to supervisory 
meetings). 
 

 
 
When done press “Save” . You are given an option for an email invitation, which you 
can choose depending on the situation (whether you have confirmed the time or not). 
 



 
 
You will then see the event added to your own on screen calendar. If your institution 
uses Exchange calendars, these can be synchronised with a Google Calendar using a 
utility provided. (It does have a limitation that it can only synchronise one Google 
Calendar with one Exchange Calendar). 
 

The Student View 
 
When the student views their own Google Calendar the invitation to the meeting will 
show: 
 

 



 
They can select the meeting invitation and have the option of replying: 
 

 
 
The reminding service feature of Google Calendar is one of the most useful for 
students as it contains a variety of reminder mechanisms, including email and SMS 
text alerts. These can be enabled by the student from the “more details”  button on the 
event pop-up: 
 

 
 
And then clicking on “Add a reminder” : 
 



 
 

 



Enabling SMS Text Reminders 
 
To enable free SMS text reminders, the most useful feature for students, they need to 
register their phone and complete a verification process. To do this they should select 
“settings”  from the main Calendar page: 
 

 
 
And then select “Mobile Setup” : 
 

 
 
The student enters their mobile number and selects “Send Verification Code”: 
 



 
 
They have then been sent an SMS text to verify phone ownership. The code contained 
in that message is typed in the box provided and the “Finish Setup”  selected. The 
student is now able to select if they would require any form of default reminders: 
 

 
 
I prefer no default reminders, and only select individual reminders for specific events 
or meetings (like Wedding Anniversary) which I tend to forget! I do work with 
students who get an SMS text for every event in their diary, such as the start of each 
class. 
 
After making the selection, click on “Save”  so the SMS settings are remembered: 



 
 

Multiple Calendars 
 
Students often use Googlemail for their own personal email address in addition to 
their college or university provided address (as do staff). Logging out of their 
Googlemail account so they can check or manage the Google Calendar associated 
with their work email address can be tedious. The way around this is to share the 
work appointments calendar with their other Google Account. The calendar can then 
be managed from the other address without the need to log in as the other identity. 
Personal email can be checked and work appointments can all be managed from one 
interface. To enable the sharing select the small coloured arrow adjacent to the 
Calendar name and click on “Share this calendar” : 
 

 



One can then add a person to the list, which by default has your own identity in the 
list. (I’ve already added a few other’s ahead of time) 
 

 
 
To add one’s own other Google Account, type its address in the PERSON box and 
also change the permission to “Make changes and manage sharing” . This gives the 
other account the same rights as this login identity. 
 

 
 



Summary 
The document has outlined how combining several features of Google Calendar we 
can create a system that assists in the making of appointments with students and the 
reminding of students (or staff) of the event by using email or SMS text. 
 
The calendar sharing permits the use of student’s and staff own college provided 
email address without having to know or publish any private addresses, but still 
permits those calendars to co-exist with other Google Mail accounts. 
 
The Google Calendar sharing function will also permit secretarial staff who may be 
supporting several tutors to also make appointments with students on their behalf. The 
Google Calendar also permits staff to publish aspects of their own calendar so 
students can see when they are free, but I have not detailed that mechanism here. 
 
Overall, you can see there are many useful features that can be used to assist in the 
support of students. 
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