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Go to gmail.com and log in to your account. PAGE 01

Navigate to your google account.

o
02,

C» Promotions 2, Social

Import contacts

@ Change prefile
and mail

&
image

Your Primarv tab 15 emoitv.

>  Promotions LED & Social

@ Change prcfile
image = YouTube Gemini

M

_ ) Contacts
Your Primary tab is empty.

Personal messages and messages that don't appear in other tabs will be S. .’

To add or remove tabs click inbox settings.
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http://gmail.com/

PAGE 02

@ Click on the date and time you want to schedule the event.

@ Click "Create"

July 23, 2024

July 2024 ®
3
a0
F
14
21
28

q

2 Search for people

My calendars
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PAGEOS

@ Click "Event”

July 23, 2024

GMT+0B

Task

Appointment schedule

e i - ol

2 Search for people

My calendars

r e e Tl . T

X

STAFFER: Kick Off Call with Ali Alden —

Event Task Appointment schedule (B9

Tuesday, July 23 @
[ 1me Fone « Does no CLig

Find a time

Add guests
Add Google Meet video conferencing
Add location

Add description or attachments

-l

{ "]
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PAGE 04

@ Specify the start and end time of the event and the time zone.

X

VA STAFFER: Kick Off Call with Ali Alc

Event Task Appointment schedule (9

Tuasday, July 23  9:00am - 10:00am

[] Aliday T

Does not repeat
Find a time
Add guests
Add location

Add descrniption or attachments

@ Set to your preferred time zone.

Event time zone

Use separate start and end time zones

Event start time zone
(GMT+08:00) Philippine Standarc =

Use current time zone Canceal OK
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Q Click "OK’

EWETIL LINTIE L5001

Event gtart time zone

Use separate start and end time zones

(GMT-07:00) Pacific Time - Los Angeles

Use current time zone Cancel ﬁ

section.

PAGEOS

Enter the email addresses of the people you want to invite in the "Guests” or "Invitees”

Vi 21000 1 e Tulber Py WA 1T e QI WV IR T A Y _

Event Task Appeointment schedule @

Tuesday, July 23 9:00am - 10:00am
D All day  (GMT-07:00) Pacific Time - Los Angeles
Does not repeat -
Find a time
Add guests
Add Google Meet video conferencing
Add location

Add description or attachments

Juna @

Busy - Default visibility - Notify 30 minutes before

More aptions m
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e Add the location of the event. PAGE 06

EWETIL LINTIE L5001

Use separate start and end time zones

Event gtart time zone

(GMT-07:00) Pacific Time - Los Angeles

Use current time zone Cancel ﬁ

@ If you are going to use the Zoom application for the meeting, you can paste here the
link.

WUREL BTSS0S
Invite others - See guest list

Join with Google Meat
méel.google comyrwl-ucTk-odi EEE I_D b

Up to 100 guest conneclions

This group call is limited 1o 1 hour
Get longer group calls and more with a Google One Premium
plan (&

Explore plan No thanks

https://us05web.zoom,us/j/88043767761 7pwd=L  [II]

Add description or attachments

Juna @

Busy - Default visibllity - Notify 30 minutes before

More options Save
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@ Add description or attachments, if there is any. PAGE 07

Join with Google Meet
meet. google comuy rwf-ucfk-od Ea |_|:| X

Up to 100 guest oonnections

This group call is limited to 1 hour
Get longer group calls and more with a Google One Premium

plan (%

Explore plan No thanks

https:/fus05web.zoom.us/j/880437677617pwd=L (I

Add description or 2

Juna @

Busy - Default visibility - Notify 30 minutes before

G Click "Save"

Explore plan No thanks

hitps:/fus05webh. zoom.us/|/BB043767761 pwd=LKH._.

B I U = =

Join Zoom Meeting
htips:/us0Sweb.zoom.us/j/8804376 77617

B-,:ﬂ:; KH ﬂhlll:lh EEEDEI‘E 62 1MPwx0BRSIz3. ]

Meeting ID; 880 4376 7781
Passcode: 3kFsGZ

Add attachment

Juna @

Busy - Default visibility - Notify 30 minutes befare

More options

()
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PAGEOS8

@ Click "Send" to send the calendar invite to the guests.

Would you like to send invitation emails to Google

Calendar guests?

®@ Back to editing Don't send

www.vastaffer.com # VASTAFFER




CALENDAR INVITE
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BOOK A STRATEGY CALL

Jeff | Hunter

Founder VA Staffer

Pre-Trained, Pre-Vetted Executive
Assistants
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