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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:

2) login to google calendar

If you don't have a google account r

creating one is very easy.

www.google.com/calendar

Sign in to Google Calendar with your
Google Account

Email:|

F‘asswurd:|

Remember me on this computer.

| cannot access my account

Don't have a Google Account?

3) Note the Google calendar screen
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Creating a shared calendar, continued

4) Click on the 3 icon to add a calendar w Calendars
My Calendars

Instructional -
Cesi

Other Calendars
[l Carolyn Mayadas

|Search public calendars |

Manage calendars

5) Note the create new calendar screen. Fill in as much information as you
can.

Create New Calendar

Calendar Details

5
L Calendar Name: [
H
4
3 Description:
1)
7
4
1
7 .
Location: Mewr York City

2.0, "San Francisco’ o "Mew York' or "USA" Specifying a general location will help people find events on your calendar (if it's pu

Calendar Time Zone:

Please first select 2 country to select the right Country: | United States w | {choose a difierent country to see other tirmezones)
set oftimezones. To see all timezones, check
the hox instead

Mow select a timezone | (GMT-05:00) Eastern Time v | [ oisplay all timezones
Share with everyone: ® Do not share with EYEMYONE
Learn mare i ghare all infarmation on this calendar with sveryane
O share only ry free f busy information (hide details)
B LSRGl (a0 PERSON HAS PERMISSION TO
Share with other people or editwho has
ACCESS. Bill MacKenty <bmackentyi@ogmail.com> Make changes AND manage sharing

ADD A NEW PERSON:

See all event details hd | Add Person

« Back to Calendar [ Create Calendar ] [ Cancel

6) Click the [ create calendar | 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.

Share with everyone: @ Do not share with everyane
Learn more O share all information on this calendar with everyone
O share anly ry free f busy information (hide details)

Srarelnithizpeciicpenple: PERSON HAS PERMISSION TO
Share with other people or editwho has
access. Bill MacKenty <bmackentyi@omail.com> Make changes AND manage sharing

ADD A NEW PERSON:

See all event details -

8) When you add a person, you can control what level of access they have to
your shared calendar.

PERSON HAS PERMISSION TO
Bill MacKenty <bmackentyi@gmail.com=> Make changes ARD manage sharing
ADD A NEW PERSON:
iSee all event detfails v

Make changes AND manage sharing
Make changes to events

ar See all event d_etails _ .
See freefbusy information (no details)

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.

¥ Calendars
My Calendars

FPersonal Stuff

Other Calendars
W] - arolyn Mayadas

|Search public calendars |
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3) Create a new event by clicking and dragging

Day  Week Montt

Click and Drag




Using a shared calendar, continued

4) When you release the mouse, you'll see a calendar event. Make sure you
choose the correct calendar.

FINOCRE TSI | TEYY FEalulss.: | o2

ns|  Thu, March 22, 2007, 05:00 - 05:00

What:
e.d., Breakfast at Tiffany's

YWhich Calendar: | Instructional Designer i+
Instructional Designg

Create Event || Bill & Dag m
HCHS Computer Depaitime *_'q‘

Fersonal Stuff

5) Once you have chosen your calendar, click edit events details.

Which Calendar: | HCHS

Create Event

edit event detail

6) Please note the myriad options you have - you can choose repeat options,
dates of the appointments, guests, and privacy settings.

What “ ¥ Guests
Add guests
When ‘EQEQUUF 08:00 to |09:00 372272007 O Al day
Enter the email addresses of guests, separated by
Repeats: | Does not repeat v commas
Where

Calendar | HCHS Computer Department &

Description
Guests can [ invite others
see guest list
¥ Options
Reminder | 10 minutes v

Show me as O Ayailabls © Busy

Privacy This event is:
@ Default
O Private
O Public
-arn shoul privale vs. public events

« Back to Calendar Save Cancel




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:

«Backto Calendar | Save | [ Cancel |

What |ROOM: Bill Mackenty 5339

AT - e [P | ———

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. |
like the week view.

& Day Week Maonth Mextd Days Agenda
Fri 3623 Sat 3024



