
Using Shared Calendaring in Google 
 
 
 
 
 
 
 
 

Introduction 
 
Shared calendars are great for a group of people to schedule a 
shared resource. They are also good for scheduling meetings. 
 
This HOWTO will cover: 
 
1) Creating a shared calendar (and inviting people to use it)  
 
2) Using a shared calendar you have been invited to join (like the 
HCHS computer lab schedule). 
 
 
Google calendars is a web-based application, meaning you can 
access your calendars anytime, anywhere. You can invite other 
people to only see (not edit) a calendar.



 
Creating a shared calendar 
 
1) type the following url:        www.google.com/calendar 
 
2) login to google calendar 
 
 
 
 
If you don't have a google account 
creating one is very easy. 
 
 
 
 
 
 
 
 
 
3) Note the Google calendar screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Creating a shared calendar, continued 
 
 
4) Click on the     icon to add a calendar 
 
 
 
 
 
 
 
 
 
 
 
 
5) Note the create new calendar screen. Fill in as much information as you 
can. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6) Click the     when you are finished 
 



Creating a shared calendar, continued 
 
7) I'm sure you've noticed as you created a calendar, you can invite people to 
share calendars, as well as configure global sharing preferences. 
 
 
 
 
 
 
 
 
 
8) When you add a person, you can control what level of access they have to 
your shared calendar. 
 
 
 
 
 
 
 
 
 
9) That's all there is to it!  
 
 
 
 



Using a shared calendar 
 
1) Login to google calendar: www.google.com/calendar 
 
 
2) Note your calendars on the left. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3) Create a new event by clicking and dragging 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Using a shared calendar, continued 
 
4) When you release the mouse, you'll see a calendar event.  Make sure you 
choose the correct calendar.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5) Once you have chosen your calendar, click edit events details. 
 
 
 
 
 
6) Please note the myriad options you have - you can choose repeat options, 
dates of the appointments, guests, and privacy settings. 
 
 
 
 
 
 
 
 
 
 
 
 
 



Using a shared calendar, continued 
 
 
7) WHEN YOU ARE MAKING A RESERVATION FOR THE 
COMPUTER LAB, PLEASE USE THE FOLLOWING SYNTAX: 
 
ROOM: <your name> <your extension> 
 
So it would look like this:  
 
 
 
 
  
This makes it easy for us to contact you if we have any question. 
 
 
 
8) HINT: setting views 
 
On the upper right corner of calendar you can choose the calendar view. I 
like the week view.  
 
 
 


