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1. Install and Use the ZOOM Plugin for Chrome.

In order to use Google Calendar exclusively for scheduling and coordinating your

classroom activities, there are 2 prerequisites.
1.Use only google chrome.
2.Install the Zoom Scheduler plugin for your browser.

Open the Chrome browser.
Sign into your Google Calendar

1.

2.

3. Click here to install Zoom Scheduler for Chrome .

4. Click Add to Chrome (top right) and follow prompts to add the extension.

£~ chrome web store fe s

Home > Extensions > Zoom Scheduler Click here

Zoom Scheduler |::>

Offered by: zoom.us

* kK 732 | Productivity | & 5,000,000+ users

/I Overview Reviews Support Related
S

m Add "Zoom Scheduler"?

It can:

Read and change your data on a number of websites

Show Details CIICk here

Checking...
$ Add extension “

v Zoom Scheduler has been added to
U Chrome

Use this extension by clicking on this icon.

Manage your extensions by clicking Extensions in the
Tools menu.



https://chrome.google.com/webstore/detail/zoom-scheduler/kgjfgplpablkjnlkjmjdecgdpfankdle?hl=en-US

5. Click the blue video camera icon on the top right of Chrome.

- m] X
X G Signin-Google X 4+

3241272-ed6lnodilgrnoomiukng... ¥ »

1 » ther bookmarks

Click here to login to
zoom account

6. Choose Sign In with google and select the google account you are
administering.

<~

or Click here to sign
in with google

Sign In with SSO

7. Zoom will redirect you to a login screen; enter your username and password.




G Signin with Google

i

Choose an account

to continue to Zoom

m Cayuga Immersion
[l

cayuganimmersion.calendar@gmail.com

@ Mohawk NSL
AU mohawknsl.calendar@gmail.com

1‘; EmilyCGen PrimaryK3 Signed out
A ]

ecgprimaryk3.calendar@gmail.com

Six Nations Cultural Teaching Signed out
sixnations.culturalteaching@gmail.com

p

choose the google account
you are administering

To use the plugin, see Zoom'’s article How to Use the Zoom Chrome Extension.



https://support.zoom.us/hc/en-us/articles/201974323-How-To-Use-the-Zoom-Chrome-Extension

2. How do | schedule an event in my Google Calendar?

In order to use Google Calendar, you must use only Google Chrome browser

1. Open the Chrome browser and login to your Gmail Account.
2. On the right-hand top corner of your screen click on the

1. Google Calendar icon

2. Click on Open in new tab

€3

e e
see
LL 2]

CALENDAR
Fri, 28 Aug ~ Z_
m Today < >

1 )

3. When the Calendar appears in a new tab. Click on the Create button, on the

upper left-hand side of the screen

F Create

4. Enterin Title, Date, Time, Location. Click Make it a Zoom Meeting

C——




Zoom 101

@ Monday, 31 August  3:15pm — 4:15pm Monday, 31 August
[J Allday Time zone
Doesn't repeat ~

Add guests

Add Google Meet video conferencing

Add location

@ 0

Add description

Add attachment

@

Fatima Altaf o -

[

Busy ~

More options Save Make it a Zoom Meeting '

5. When you click on Make it a Zoom Meeting, you /may be directed to a Zoom login

page. You must login to Zoom with your registered Zoom email credentials

6. Atany time, when you open your Calendar, and click on any Event you have

created, you can Join Zoom Meeting

@ Art History 101

Wednesday, 26 August - 4:30 - 5:30pm

[} Join Zoom Meeting

@ https://us02web.zoom.us/j/827274168097?pwd=0VA.,

Art History 101
4:30pm, https://us02

7. Clicking on Join Zoom Meeting will direct you to your Zoom login.




3. [ created an event how do | delete an event in my Google Calendar?

1. Login to your Google Calendar, as documented above
2. Click on the event you wish to delete, and the event will pop open

Z I B | <{—
® Art History 101

Wednesday, 26 August - 4:30 - 5:30pm

3. Click on the trashcan to delete the event
4. Click on the pencil to edit the event

5. You can also right click on the event to delete or change the colour

Art History 101
4:30pm Qiins i eny

B Delete

00000
00000




4. How do | upload and share a file in Google Calenaar?

‘ﬂ
In order to use Google Calendar, you must use only Google Chrome browser

1. While within your google calendar open the event you wish to add the

attachment to.

2. Click on the button on the bottom left of the screen

rina a ume

2, Add guests
e
® A on
sl Add de ption or attachments
) (}Iass Agrenda CayNSL} @ 7
3. Click on the icon on the bottom left of the screen
X My event

14Sep2020 12:00pm to 1:00pm 14Sep 2020  Tir

[ Allday Doesn't repeat ~

Event Details Find a Time

Add Google Meet video conferencing

Make it a Zoom Meeting

Add location

b @ 0 0

Add notification

Class Agenda CayNsL ~ @@ ~

O &

Busy ~  Defaultvisibility ~ (3

- =

Add description




4. Click on the heading and either drag and drop your file on the window
or click select from your device.

Select a file x

Recent My Drive Shared with me Upload «

Select files from your device

(2 Open
4+ » This PC » SharedDrive (0t) » sixnationseducation » wek
Cancel Organize * MNew folder
sixedu writeup
sixformtodo ﬁ \m
5. When your file appears as below then click the ,
Select a file
Recent My Drive Shared with me Upload

B logoJPG  5565K «

Add more files

=l o




6. The file will now appear in the body of the description and is now attached to

your event.
-
@ Add location
I:l Add notification
8 ClassAgendaCayNSL ~ (@ ~
| Busy ~ Defaultvisibiity ~ @

W B I U

B logo.JPG X

Add description

/. Now you need to share your file with everyone. If you do not do this step
students will not be able to download the document!!

8. Click on your new attachment, it will open in a new window.

9. Click on the Three dots and select the Share icon

Openwith «

Organise
Add star
Rename

Details
Manage comment notifications

Send feedback
Embed item..

Report abuse




10. Click the link Change to anyone with the link

@ Share with people and groups

|dd people and groups

I.L. Thomas Juniorintermediate Mohawk Grades 4-8 (you)
Y |, cayugansl.calendar@gmail.com

Send feadback to Google

Get link

Restricted Only people added can open yi
Change to anyone with the link

Copy link

1. Lastly, click done, Success! You have uploaded and shared your file

Share with people and groups

No one has been added yet

@ Get link

https://drive.google.com/file/d/1YxTsSXswHWWAKIPS061684U2GIRZ-Q03/..  Copy link

Anyone with the link -
Anyone on the Internet with this link can view

Viewer -

®

Viewers of this file can see comments and suggestions.
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5. How do I schedule a meeting within Zoom?

You must use only Google Chrome browser

1. Login to the Gmail account:

Username: cayugansl.calendar@gmail.com or another calendar you were given

2. Click on My Tasks and click on the Zoom link

TASKS
@ My Tasks - —

31 4+ Addatask

(O Click Link below to open ZOOM

O https://zoom.us/google_oauth_ —
) % signin

3. When you click on the Zoom link the Zoom page will pop open and you will be

logged in

IF THE ZOOM LINK DOES NOT AUTOMATICALLY LOGIN TO ZOOM

Click on Sign In at the top right-hand of screen
Scroll to end of page and click on Google Sign in

You will be automatically logged into the calendar zoom

12


mailto:cayugansl.calendar@gmail.com

SIGN IN & | Signinwith Google

4. When you are logged into Zoom, click on Schedule a Meeting, at the top right-

hand of screen

[ Schedule a Meeting ]

5. Populate your meeting details and click Save

6. Click on Meetings at the top left-hand side of the screen. Your meeting will

display under Upcoming

Upcoming  Previous  Personal Room |
@ StartTime to EndTime

Tomorrow

02:00 PM - 03:00 PM My Meeting
Meetings
& Meeting ID: 870 4966 2041
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6. How do I delete a meeting within Zoom?

1. Click on My Meeting, which you wish to delete. It will turn blue

Upcoming Previous Personal Room |
Start Time to End Time

Tomorrow

02:00 PM - 03:00 PM My Meeting o

Meeting ID: 870 4966 2041

2. The Meeting will pop open. Scroll to the end of the page and delete the

Meeting

Delete Meeting]

You can recover this meeting within 7 days from Recently Deleted.

Topic My Meeting
Time Aug 31,2020 02:00 PM 1 hr

Delete this Meeting -

3. Success! You have deleted your meeting

14




