
Access the Google Calendar 
Application

by User



Search For Calendar



Go Into the Settings



Click Settings



Change the Default View



Determine if You Want G-Mail Events Added



Click Share this Calendar



Choose Whether to Make your Calendar Fully 
Public



Share Limited Information



Type in the Name of the Person Managing 
your Calendar



Determine Calendar Permissions



Click Add Person Then Save



Your Calendar Manager Can Write in an 
Appointment



The Event Also Appears on the Managers 
Calendar



The Event Also Appears on Your Calendar



Note That Classroom Creates a Separate 
Calendar View



Take a Look at Labs and Add in Other Apps to 
Calendar



Click the name to Customize our Default 
Calendar



Grab the Calendar Embed Code



Place the Embed Code in your Website



Our Post Will Appear on Our Site
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