Creating Reminders

So you've purchased a webinar or online
class but you don’t want to forget to log on
when it starts. If you have a Google
account or Microsoft Outlook, then you
have free tools available to you.

Creating Events in Google Calendar

To get started with Google Calendar, first open your
browser and go to https://calendar.google.com. Be sure to
log in to your Google Account if you aren't already.
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https://calendar.google.com

First, find the time and date on your calendar when your
webinar will be. Click on the calendar at that time slot. Be
sure you're accounting for any time zone difference. A
blank event will appear, along with a window for details.
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In the event window that pops up, click on More options
to open a more detailed window.
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Click on Add title and type the name of your webinar or
class. If any details like the start time aren’t right, you can
change them here. Click on Does not repeat to change
the repeat options, and select Custom... on the menu that
appears.
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Be sure Repeat every is set to 1 week, then click After and
set the number of occurrences to equal the number of
sessions your webinar or class has. Then click Done.
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Repeat on

OCCurrences

Cancel Done

If you prefer, you can skip the step on this page and create
a separate event for each session of your webinar or class
with their own reminders.
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By the bell notification icon, click on the Notification
menu box to set the notification type to Notification or
Email. Notification can play alerts on your computer or
mobile device, while Email will send you an email prior to
the event. See the next page for more details on these
notification types. Click on the menus to the right of the
notification types to set how long prior to the start of the
event you want to receive these notifications. You can also
click Add neotification to create as many notifications as
you like. Click Save when you're done.
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Notifications will send a desktop alert on your computer,
but only if you leave Google Calendar open at the time the
Notification is scheduled. If you have an Android
smartphone or tablet, it will also send a Notification to
that device regardless of whether you leave Google
Calendar open or not. Desktop alerts look like this:

Webinar at SDI X

Apr 24 10am - 11am
I24

The Email alert is an automated email with simple details
about the event, reminding you about it.
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Notification: Webinar at SDI @ Sun Apr 24, 2022 10am - 11lam (EDT)

Google Calendar <calendar-notification@google.com=
tome -

Webinar at SDI

When Sun Apr 24, 2022 10am — 11am Eastern Time - Mew York

Enjoy your webinar or class at SDI!
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Creating events in Outlook

This section of the tutorial will cover creating a reminder
in Outlook’s web interface. First, open your browser and
go to https://outlook.office.com/calendar/. Be sure to log
in if you haven't already.
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https://outlook.office.com/calendar/

First, find the time and date on your calendar when your
webinar will be. Click on the calendar at that time slot. Be
sure you're accounting for any time zone difference. A
blank event will appear, along with a window for details.
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In the event window that pops up, click on More options
to open a more detailed window.
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Click on Add a title and type the name of your webinar or
class. If any details like the start time aren’t right, you can
change them here. Click on Don’t repeat to change the
repeat options, and select Custom on the menu that

appears.
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Be sure Repeat every is set to 1 week, then click the date
below Occurs every ... until and select the end date of the
event. Then click Save.
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If you prefer, you can skip the step on this page and create
a separate event for each session of your webinar or class
with their own reminders.
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By the alarm clock notification icon, click the menu that
says by default 15 minutes before to change when you'll
receive a notification for this event. You can also click Add
email reminder to receive an email prior to the event.
Click Save when you're done.
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Notifications will send a desktop alert on your computer,
but only if you leave Outlook Calendar open at the time
the Notification is scheduled. The Email alert is an
automated email with simple details about the event,
reminding you about it. The alerts look like this:

m Your reminder for SDI Webinar

500 Webinar in 13 minutes

Enjoy your webinar or class at SDI!
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