
 

 
3. How To Set up Your Gmail Account to Access GSuite of 

Products...Including Google Calendar 
  

Please be aware, this program relies heavily on the Google Suite of apps. Why?  Because 
they are FREE, easy to use and synch super easily with Gmail.  For that reason, if you don’t have a 
Gmail account already, you’ll need to click on the link below and sign up for one.  Even if you aren’t 
planning on using Google Calendar, I will be providing resources in Google Pages and Google 
Sheets in other parts of this program and you will need a Google account to access them.  
  
Click on the link below to sign up for your free Gmail address: 
  

https://accounts.google.com/signup/v2/webcreateaccount?flowName=GlifWebSignIn&flowEntry=Sig
nUp&nogm=true 
  
 Once you have activated your Gmail account, you will automatically have access to Google 
Calendar.  Look at the upper right corner where you see those 9 dots in the shape of a square.  Click 
on that and you will see a link to Google Calendars.  Now you are good to go! 
  

What can Google Calendar do for me?  Glad you asked!  Here are 7 really cool things you 
can now do to help organize your day and your business! 
  
1.     You can create multiple calendars for various purposes.  Want a calendar that only has personal 
stuff on it?  You can do that.  Want one for just work?  You can do that.  Want one for you and your 
family?  You get the idea. 
  
Click the link below for step-by-step instructions from Google regarding how to create multiple 
Calendars: 
  

https://support.google.com/calendar/answer/37095?hl=en 
  
 2.     When going to a Listing Presentation, send your prospective client a meeting invite.  It’s 
professional, shows you go the extra step, you’re organized and it’s just another way to stay top of 
mind.  Most people interview multiple agents before choosing one.  It can’t hurt for you to be visible 
on their calendar over the next few days…especially since your competition most likely won’t be! 

  
Click the link below for step-by-step instructions from Google regarding how to create a Calendar 
event: 
  

https://support.google.com/calendar/answer/37161?co=GENIE.Platform%3DDesktop&hl=en 
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3.     You can and should also create reminders/notifications of upcoming meetings.  You just need to 
keep your calendar open in a browser.  It’s a really handy way to keep you on track without you 
having to check your calendar every two seconds.  
  
Click the link below for step-by-step instructions from Google regarding how to create a 
notification/reminder for your Calendar event: 
 

 https://support.google.com/calendar/answer/6285327?co=GENIE.Platform%3DAndroid&hl=en 
  
 4.     You can share a calendar with an assistant, Transaction Coordinator, co-worker, friend, client or 
anyone for that matter.  Pretty handy especially if you have an assistant and you want them to be 
able to keep track of and manage your ever changing schedule from anywhere at any time. 
  

https://support.google.com/calendar/answer/37082?hl=en 
  
 5.     You can change your calendar view from day to week to year, etc.  I’ve found the weekly view 
on a desktop is best and 3-day view on my phone but use whichever works best for you.  
  

https://support.google.com/calendar/answer/6110849?co=GENIE.Platform%3DDesktop&hl=en 
  
 6.     You can schedule a daily agenda email to go out every morning at 5am with your day’s events. 
It’s like having your own Virtual Assistant prep you for the day.  I couldn’t find a tutorial on Google, 
but it’s super easy.  I will walk you through the steps below: 
  

● Open up your Google Calendar 
● Click on the gear in the upper right corner and choose Settings 
● Look on the left side of the screen under Settings for My Calendars and choose your 

calendar (the one in which you would like to have a daily agenda) 
● Click General Notifications 
● Where you see Daily Agenda, change the box to “email” 
● You will now start receiving daily agendas at 5am each morning with everything on your 

calendar for that day! 
 
7.     You can color code your calendar to batch activities or just give you a visual of how you are 
spending your time each week.  Are you heavy on administrative tasks but not getting your lead gen 
in?  You will be able to tell how you spend your days very easily if you keep your calendar up to 
date.  Color coding is ideal for time blocking.  
  

● First create an event 
● Once you have opened the “create an event box,” look on the lower left portion of the window 

next to the Calendar name.  You will see a dropdown box that allows you to select from 12 
colors to label that event. 
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● If this is your first time attempting to attribute colors to certain events, create a key for 
yourself. Certain colors will be applied to certain events.  This is totally up to you how you 
choose to manage this.  Here are some ideas, but again, make this your own: 

○ Blue - Family events 
○ Red - Doctor appointments 
○ Orange - Lead Generation 
○ Purple - Gym/Exercise 
○ Green - Closings 
○ Hot Pink - Listing Appointments 
○ Coral - Buyer Consultations 
○ Teal - Training and Education 
○ Lime -Lunches/Dinners/Happy Hours 
○ Lavender - Personal Time 
○ Yellow - Vacations 
○ Etc...You get the idea! 
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