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Calendar setup for administrators In this guide 1. Tailor calendar sharing settings 2. Import your old calendar 3. Add rooms and other resources 4. Set up business essentials



What you’ll need ● A G Suite administrator account ● 30 minutes



Meet Calendar at work You might be familiar with Google Calendar as a way to keep track of your personal schedule. But did you know that Calendar has powerful business features, too? With Calendar, you can create a calendar that everyone in your organization can access, and you can migrate and sync your old calendars, invite groups to events, and much more! Let’s get started...



1. Tailor settings



2. Add rooms



3. Import



4. Schedule



5. Share Team calendar



Find Calendar in your Google Admin console To begin, let’s set some sharing guidelines for your organization. To set up any settings for Calendar, you need to go to the Calendar page in the Google Admin console: 1. Sign in to the Google Admin console with your G Suite administrator email address and password. 2. From the dashboard, click Apps. 3. Click G Suite. 4. In the list of services, click Calendar.



6. Train your team



Click a step to browse.
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Open Calendar Sharing settings The Calendar page is where you can set policies for how people in your organization can use their calendars. We recommend you take a look at options for sharing schedules and events—both inside and outside your company. Click Sharing settings to begin.



4. Schedule



5. Share Team calendar



6. Train your team
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6. Train your team



Choose an internal sharing preference for your organization In Sharing settings, you can set how each person’s calendar is shared when you first create their account. We recommend sharing all information—not just the times a person is busy or free but details about events (which is helpful for managing meetings).



To choose this setting: From the Internal sharing options section, select the Share all information box. No matter what you choose here, each person can change their own settings later. They can also choose to not share their calendar at all.
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6. Train your team



Control calendar information shared externally On the same page, scroll back up to the External sharing options to control what details people can share outside of your company. For example, you might want clients and vendors to be able to see if someone is free or busy but not any other event details. To choose this setting 1. In the External sharing options click Only free/busy information. This setting affects every person’s primary calendar. 2. Click Save Changes before leaving this page. Now, let’s specify a separate setting for how people can share other calendars. Learn more about setting calendar sharing options
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Tailor external sharing for secondary calendars In addition to having a primary calendar, people in your organization can create and share other calendars. For example, you might create a calendar for scheduling project events and deadlines, and then share it with the project team and outside consultants. For these calendars, you might want to share all event details with external project members. To do this: 1. Click General Settings. 2. Select the Share all information, but outsiders cannot change calendars option. 3. Click Save Changes.
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Tailor settings



2. Add rooms
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Add rooms and resources If your company has meeting rooms or other resources your team might want to schedule on their calendar, you can add them as resources. This way, you can easily book a room or equipment easily when you schedule a meeting. We’ll show you how to do this.



4. Schedule



5. Share Team calendar
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Create Calendar resources You create calendar resources on the Calendar page in the Admin console. 1. Select Calendar in the list of your apps. 2. Click Resources. 3. Click Create a new resource. 4. Enter the resource name, type, and description. 5. Click Save Changes to confirm. You’ve created your resource.



5. Share Team calendar
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Calendar resource best practices After you create your resource, you should: 1. Add the resource to your My Calendars list so you can manage it. Your users will now be able to find the resource. 2. Test scheduling your resource . It may take up to 24 hours before users can schedule a newly created resource.
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Import your existing calendar events to G Suite If you have a number of regular meetings or events scheduled in your old calendar program, you can import these events to Google Calendar. You can also import events from another Google Account calendar if youhave one. To do this, you first export your events from your old calendar, and then import them into Google Calendar. ● Import your old calendar events to Google Calendar We’ll take you to steps outside this guide for instructions to import events from your old calendar program. When you’re done, come back here to finish this guide.
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Start scheduling Before you can set up a meeting, you need to open Calendar. 1. Open a browser window. 2. In the top corner, click the App Launcher . (You can use the App launcher to open other Apps, too!) 3. Click Calendar.
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Find a time for your meeting



1. Click a time and day on your calendar to create an event. 2. Type the event title in the What field. 3. Click Create event to immediately publish the event, or click Edit event to add more details, change the time, or invite a guest. 4. In this case, we want to add some guests, so click Edit event.
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Invite guests to your meeting 1. On the event page in Calendar, scroll down to the Add: Guests section and enter the first few letters of a guest’s name. 2. Names from Google Contacts will appear. Select the guest to add them to the event, or type the email address of a guest who isn’t one of your contacts and click Add. 3. In the Guests can section, you can specify how your guests can interact with the event. For example, you can allow or prevent guests from changing event details, inviting people, or viewing who else is invited. 4. Don’t save just yet - we’re going to add a resource (meeting room) to this event.



5. Share Team calendar
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Book a room for your meeting 1. Next to the Add: Guests section, click Rooms, etc.. 2. Start typing any part of the room or other resource’s name in the box, or select it directly from the list. 3. To see if the resource is available for your meeting, check the Show only available box. 4. Next to the resource, click Add. 5. That’s it, you’re ready to schedule your meeting, so click Save. 6. You’ll be asked if you want to send invitations. Click Send to confirm.



5. Share Team calendar
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Create a team calendar A team calendar is a great way to plan team meetings, schedule events, and track vacation time. 1. Open Calendar and next to My calendars, click the arrow and select Create new calendar. 2. Give your calendar a name, description, location, and time zone. 3. Check the Share this calendar with others box. The option to share the calendar with the entire organization is automatically selected.



Don’t save just yet, because we have to choose what details others can see about this calendar.
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Share your new calendar with others Next, you can choose what details others sharing this calendar will be able to see. 1. Under Permission Settings, select what details your team can see.



2. Click Create Calendar. You’ll be taken back to your Calendar, and your new calendar will appear under My calendars.
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Share your new calendar with your team You can select who can see which calendar details and who can edit and manage your calendar. 1. Open the calendar, and in the Share with specific people section, enter an email addresses of one of your team members in the Person field. If you have a group email address set up in Google Groups for Business, you can just enter that email address. 2. Under Permission Settings, select the permission you want to give that person or group and click Add person. 3. Repeat steps 1-2 to add any additional team members. 4. Click Save at the bottom of the page.



6. Train your team
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Use your new calendar 1. After you create the calendar, it’s visible in the My calendars section of your main calendar. 2. Now when you create a new event, you can add it to your new team calendar by selecting it from the Calendar list in the event.
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Invite a group to an event If you created a group (mailing list) using Google Groups, you can easily invite the entire group to a meeting. 1. To add a Group as a guest, just enter the email address of the group as a guest instead of entering the individual email addresses of all the group members. 2. After you enter the group’s address, you’ll see all the individual group members under Guests. If you want to exclude any group members, you can click X next to their names.



Learn more about Groups
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Calendar to-do list for your team Now that you’ve set up Calendar for your organization, it’s time to help your organization get started. Get your team to import their old events and show them how to schedule new events: ● Import their old events. ● Learn how to schedule a meeting.
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6. Train your team



Train your organization For more training resources, visit the G Suite Learning Center at gsuite.google.com/learning-center.



Visit the Learning Center



You’ll find: ● User guides on Calendar business features ● Tips for delegating your Calendar ● Information on adding event reminders



Congratulations! You’ve set up Calendar for your organization.



Now you know how to: Tailor calendar settings in the Admin console Import your calendar to G Suite Add rooms and other resources Schedule a meeting Create a team calendar Invite Groups to events



Was this guide useful to you?



Send feedback
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From the dashboard, click Apps. 3. Click G Suite. 4. In the list of services, click Calendar. Find Calendar in your Google Admin console. 1. Tailor settings. 2. 
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