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GOOGLE CALENDAR (COMPUTER) 

Recurring Google Calendar and email notifications 

If you regularly begin your day with Gmail or Google 
Calendar, a recurring event can be set up on your 
nominated work days to provide notifications. 

1. Open Google Calendar on your computer and select 
a suitable time in the morning of your next working 
day. It is best to select when you normally arrive  
or just slightly before. Click the time slot to add a  
new event. 

2. In the pop-up window, click ‘More options’ next to the 
‘Save’ button. 

3. Add a title for your event as your reminder, for 

example “🔔 Do you need CellOPark?” and change 

the end time to be the same as the start (so the event 
is 0 minutes, e.g. 9:00am to 9:00am). 
 

 

4. Click on the ‘Doesn’t repeat’ drop down box and 
select ‘Custom…’. Under ‘Repeat on’, click on the 
days of the week that you attend campus then click 
‘Done’. 
 

 

5. Below ‘Add location’, you can change the default  
10-minute advance notification to 0 minutes so that 
you are reminded right on time. If you typically begin 
your work day opening your email inbox, an email 
notification may be better suited than a calendar 
notification. You can either change the existing 
reminder to ‘Email’ with the drop-down box, or add an 
email notification to receive two reminders. 
 
Note that if you sync your calendar to other platforms 
(e.g. Apple Calendar), you may still receive 
notifications associated with that platform. 
 

 

6. To reduce clutter in your calendar, you might like to 
consider changing the event colour of your reminders 
to a different or lighter colour and changing your 
availability to ‘Free’ so that you appear as available to 
others. Alternatively, you could create a second 
calendar separate from your primary calendar to use 
for reminders. 
 

 

7. Click ‘Save’ and the event will be added to your 
calendar. Check the repeating events to ensure they 
have appeared as expected. 
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ANDROID PHONE 

Location-based reminder when you arrive on campus using Google Keep 

Using the Google Keep app, you can create a shortcut 
that will automatically send you a notification when you 
arrive on campus. 

1. Install the free Google Keep app from the Google 
Play store. 
 

 

2. Open the app and select the ‘+’ symbol from the 
bottom right hand corner of the screen. 
 

 

3. Enter a title for the reminder, such as ‘Remember to 
start CellOPark’. You may like to add other notes, but 
it is not required. 

4. Once you have entered the title, click on the bell icon 
on the top right of the screen. This will open up a 
popup screen with options to set the reminder at a 
specific time, date or location 
 

 

5. Select the ‘Choose a place’ option and then click on 
‘Edit location’. 
 

 

 

6. Search for the address of where you would like to be 
reminded to start your parking session. Once the 

address appears in the list, select it by clicking on it. 
 

 

7. The app will then return to the ‘Add reminder’ screen 
but it will have populated the address you selected on 
the bottom line. The round radio button should be 
highlighted. 
 

 

8. Click on ‘Save’ and your reminder will be set to send 
you a notification reminder when you arrive at the 
address. 
 

 

9. To ensure you are notified you will need to turn on 
location services for this app. You can do that in 
your phone settings if not automatically prompted. 
Each time you arrive at your nominated location, 
Google Keep will notify you to start your CellOPark 
session. 

10. On the home screen of the Google Keep app you will 
see your list of notes. You may like to pin your 
CellOPark reminder so that it sits at the top of the list. 
The pin icon is to the left of the bell icon. 
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iPHONE 

Location-based reminder when you arrive on campus using Shortcuts 

Using the Shortcuts app, you can create a shortcut that 
will automatically send you a notification and prompt to 
open CellOPark when you arrive on campus. 

1. Locate and open the Shortcuts app on your phone. 
 

 

2. Tap on ‘Automation’ at the bottom of the screen. 
 

 

3. Tap the blue ‘Create Personal Automation’ button. 
 

 

4. On the ‘New Automation’ pop up, tap ‘Arrive’. 
 

 

5. For Location, tap ‘Choose’. When asked ‘Allow 
“Shortcuts” to use your location?’, tap ‘Allow While 
Using App’. 
 

 

6. Enter the location where you wish to be notified. The 
address could be a car park or your main building. If 
you are currently on campus you can also select your 
current location. You can increase the radius around 
your target location by dragging out the blue dot on 
the outer edge of the circle. When you are happy with 
your entered location, tap ‘Done’. 
 

  

7. You have the option to specify a time range to receive 
notifications, for example 7.00am to 9.00am. This is 
useful if you leave the campus during the day using 
other modes of transport (such as the shuttle bus or 
university cars) and do not require notifications when 
you return to campus subsequent times. Once 
entered, tap ‘Done’ then ‘Next’. 
 

 

8. Under ‘Next Action Suggestions’, tap ‘Open App’ 
(alternatively, use the ‘Add Action’ button and search 
for ‘Open App’).  
 

 

9. Tap ‘App’ highlighted in blue and select ‘CellOPark 
AU’ from the list of apps then tap ‘Next’. 
 

 

10. Check the ‘New Automation’ summary screen. If all 
details are correct, tap ‘Done’. Your new automation 
will be displayed on the Automation home screen. 
 

 

11. Next time you arrive on campus a notification will 
display on your lock screen. Tap the notification and 
then ‘Run’. The CellOPark app will open. 

12. Start your CellOPark session as you normally would. 

 

DISCLAIMER 

This guide has been provided as information only to share options available for setting personal reminders.  

Please ensure that any reminders used are thoroughly tested to ensure that they are correctly configured and meet 
your needs. A valid CellOPark parking session must still be started each day regardless of the reminder system used. 

 

https://www.monash.edu/about/our-locations/transport-parking/parking/pay-as-you-use#How_to_set_up_your_parking_account-1

