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= A Google Apps Admin account
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Meet Calendar at work

You might be familiar with Calendar as a way to
keep track of your personal schedule. But did you

know that Calendar has powerful business features,
too?

With Google Apps Calendar, you can create a
calendar that's accessible to everyone in your
organization, migrate and sync all your calendars,
and invite groups to events. And much more!

Here's how we suggest you get started...

p
6011 mora

Calendar

~ April 2014 < 2

S MTWT E 8

311 2 3 4 5
6 7 8 9 10 11 12
13 14/15/16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 1

» My calendars v

4

v Other calendars

ABC Team Vacation ...
B Alice Abernathy

Holidays in United St...

Today

London

< >  Apr21-25 2014
Mon 4/21

SF

7am

8am

9am

4 9:30 - 10:30 | 4 9:30 — 10:30

. | Johnson projec Johnson
'0am nextsteps ~ project
11am
12pm

1ipm

2pm

Tue 4/22

«B8-9

IT Team mrantine
- 8:30-9

| 1:1 Murthy

Cassy

8:30 — 9:3¢
11
Murthy

11:30 - 12:30p | & 11

130 - 12:30)

Sync meeting | Sync meeting

Day Week

Wed 4/23
| (Notitle)

11-12¢[11-12) 41192 « 11 -
Team |Team |[Team Team
meetini| meetin | meetin meetin
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®
Find Calendar in your Google Admin console Click a step to browse.
To begin, let's set some sharing guidelines for your Coonle
team. Do this by going to the Calendar page in your 3
Admin console: R e
1. Signin to your Admin console with your full
Google Apps email address and password. ’ ?

& - O

2. Click Google Apps on your console’s dashboard. .
Google Apps — [ Google Apps ~ 10 services
3. Click Calendar in your list of apps. TR
= -cvau—:fr—wrld—?twr schedule and share events with friends
| ®
f ,' Gmail

ol : Contacts
B



http://admin.google.com
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®

Open Calendar Sharing settings

The Calendar page is where you can set policies for

how people on your team can use their calendars. & TGossie Apns ' Belings BeCalsndai

To begin, we recommend taking a look at options
for sharing schedules and events—both inside and
outside your company. Calendar -

http://www.google.com/calendar/hosted/

Click Sharing settings to begin.

Sharing settings
Set global sharing policies for users' primary calendars.

&

Resources

General settings




1. Tailor settings
@

Choose an internal sharing preference for your team

In Sharing settings, you can choose an Internal Sharing option to 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).

Sharing settings No matter what you choose here, each
person can change their own setting later.
They can also choose not to share their

Internal Sharing options () No sharing lend t all
calenaar at all.

Localy applied ) Only free/busy information (hide event details)
(s) Share all information

Learn more: Set calendar sharing options 4



https://support.google.com/a/answer/60765?

1. Tailor settings
®

Control externally shared calendar information

On the same page, choose an External sharing

option to control what details people can share with

vendors or consultants outside your company. For Sharing settings

example, you might want outsiders to see each

person’s free busy information but not specific event : : i | L
. External Sharing options (%) Only free/busy information (hide

details. for primary calendars event details)

~ v s . .
Locally appled ) Share all information, but

Th|S Settlﬂg affECtS eaCh perSOﬂ'S pl’lmal’y Ca|eﬂda I. outsiders cannot change calendars
Save your changes before leaving this page. Now » Share all information, and

let’ K t tti for h | outsiders can change calendars
€lS MmakKe a separate setling 1or NnoOw people Can Share all information, and allow
share other calendars... managing of calendars

Discard changes )
X

Learn more: Set calendar sharing options 4



https://support.google.com/a/answer/60765?

1. Tailor settings
@

Tailor external sharing for secondary calendars

In addition to having a primary calendar, people on

your team can create and share other calendars. For

example, you might create a calendar for scheduling Calendar -
project events and deadlines, then share it with the TP/ onoole:comlcalendarinetict

people on that project.
Sharing settings

For th ese Calenda rS’ you m |ght Wwa nt to Sha e a ” Set global sharing policies for users' primary calendars
event details with external project members. Find .
General settings
this setting in your Calendar’'s General settings. Customize your Google Calend _
& General settings
Labs
E“aMnal Sharing - Only free/busy information (hide event details)
options for (=) Share all information, but outsiders cannot change calendars
secondary _ Share all information, and outsiders can change calendars

calendars Share all information, and allow managing of calendars
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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.

Add: Guests | Rooms, etc.

W Show only available

u Add Bldg1-Everest (VC 12)
u Add Bldg1-Kilimanjaro (VC 8)
u Adv¥ Bldg1-Lhotse (4)

» Add Bldg1-Logan (VC 12)

u Add Bldg1-Makalu (VC 8)

w Add Bldn1-Ranier (4)
Close



Create your calendar resources

1.

W

o

2. Add rooms
O

First, go to your Admin console.

Click Google Apps, then select Calendar in
the list of your apps.

Click Resources.
Click Create a new resource.
Enter the resource name, type, and description.

Click Create resource.

Resources

« Back to Resources

Create Resource
Fields marked ( * ) are required

Resource Name*
Atlantis

Resource type

conference room

Description
2nd floor

- mnlass Aarfarmamas FarT AP Y
(Examples: conference room Or proj

A

ctor

AYAY

.:)



2. Add rooms
O

Calendar resource best practices

After you've created your resource, you should:
1. Add the resource to your My Calendars list so you can manage it[4.

2. Testscheduling your resourcel. It may take up to 24 hours before users can
schedule a newly-created resource.


https://support.google.com/a/answer/60766
https://support.google.com/a/answer/1037476

v 3. Import
O

Import your existing calendar events to Google Apps

If you have a number of regular meetings or events scheduled in your old calendar program,
you can import these events to your new Google Calendar.

Click the link below that best matches your old calendar program. We'll take you to steps outside
this guide for importing your calendars. When you're done, come back here to finish this guide.

Where is your calendar now?

e Import a calendar from Outlook or Yahoo! 2

e Import events from iCalendar or CSV files 4


https://support.google.com/calendar/answer/83126?hl=en&ref_topic=1672003
https://support.google.com/calendar/answer/37118?hl=en&ref_topic=1672003
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ST
Open Calendar

Before you can set up a meeting, you need to open
Calendar.
+Cassandra 35} O

B B

1. Click zzz onthe top right of your screen.
+Cassandra Search Mail

2. C(Click Calendar.

Calendar Sites

More
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_._ —
Find a time for your meeting

1. Click a spot on your calendar to create
an event, and then type the event title

in the box. Tue 9/17 Wed 9/18 Thu 9/19 Fri 9/

2. Click Create event to immediately publish
the event, or click Edit event to add more
details.

Event | Appointment slots X

When: Wed, September 18, 10am - 11am
What: ‘

e.g., Breakfast at Tiffany's

Calendar: | cassy Smith
<
meeti

Createevent Edit event »

3. C(Click Save.




v v v 4. Schedule
O

Invite guests to your meeting

1. Go to the event details page of your meeting
by clicking on the event.
: : Add: Guests | Rooms, elc.
2. Inthe Add: Guests section, enter the first few letters | LA
, sol Add
of a guest’s name. />

"Sondra Jenkins" <sondra@solarmora.cor

3. Select the guest to add them to your Guests list. Y Hprm———

4. You can select options in the Guests can section to Guests Email guests
Yes: 0, Mavybe: 0, No: 0, Awatting: 3
llow or prevent guests from changing event details | VRS :
.a O : orp 5 o & , g, , ' L Benito Cacciatore X
inviting people, or viewing who else is invited. §  MaryDoma
5  (Click Save L Murthy Desdai X
Guests can
modify event

# invite others
¥ see guest list



v v v 4. Schedule
®
Book a room for your meeting
1. Go to the event details page of your meeting. Adl Guiests | Rooma. eio.
2. Inthe Add: section, click Rooms, etc. /) ca)
(V] Show only available
3. Start typing any part of the room or other resource’s m Add Acadia (4)
name in the box. A list of matching resources appears in B Add Bryce Canyon (10)
the list.
Or, Browse the list to find the room or other resource Add: Guests | Rooms, etc.
you want to book.
ﬁ  Show only available
4. Check if the resource is available for your meeting. » Bldg1
» Bldg2
5. Click Add > Save. vBidg3

m Add Bldg3-Altantis (VC 12)
m Add Bldg3-Challenger (VC 6)
u Add Bldg3-Columbia (VC 5)
m Add Bldg3-Endeavour (4)



v v v v

Create a team calendar

A team calendar is a great way to plan team meetings,
schedule events, and track vacation time.

1. To create a new calendar, click the down arrow next to
My calendars and select Create new calendar.

2. Onthe Create New Calendar screen, provide the
following information:

e (Calendar Name
e Description
e Location

e (Calendar Time Zone

5. Share Team calendar
®

+ My calendars




v v v v 5. Share Team calendar
O

Share your new calendar with others

In the next section of the Create New Calendar screen, you'll select who can see
which calendar details and who can edit and manage your calendar.

This setting enables you to share the calendar either publicly or just within your
organization. After making a selection, you can choose what viewers can see on

the calendar.

@I Share this calendar with others Learn more

| Make this calendar public See all event details

/MShare this calendar with everyone in the organization Solarmora Inci 4= e N

See only free/busy (hide details)




v v v v 5. Share Team calendar
O

Share your new calendar with specific people

This setting lets you choose a specific group of people to view, modify, or manage the calendar.
To add your team:

1. Enter their email addresses one by one

in the Person field. Share with specific people

Person Permission Settings Remove
2. Define their permission settings. [(seeallevent details

"cassy@solarmora.com” <cassy@solarmora.com> Ma cangesAND manage sharing :
3. CIICk Add person' "Alexandra Rodoni" <arodoni@solarmora.com> v See all event details X L

See only free/busy (hide details)

4. After adding all your team members (.

« Back to calendaly Create Calendardy | Cancel

and defining their permissions,
click Create Calendar.
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®

Use your new calendar
1. After you create the calendar, it should be + My calendars -

visible in the My Calendars section of your ) B Abbv Anderson

main calendar.

o Sales Team - Vacati...

2. Now when you create a new event, you can Tasks

add it to your personal calendar or to your

new team calendar.

Event | Appointment slots X

When: Thu, April 24, 6:30am — 7:30am
What:

e.g., Breakfast at Tiffany's

Calendar: s Abby Anderson
Sales Team - Vacation/Travel

Create event ‘ Edit event »

6:30 - 7:30




Invite Google Groups to events

If you've created Google Groups (mailing lists) for
your organization, you can invite a group to a
meeting. Learn more about Groups here.

1. To add a Group as a guest, just enter the single
address for the group as a guest instead of
entering the individual email addresses of all
the group members.

2. After you've entered the group's address, the
Guests field will populate with the individual
group members. If you want to exclude any
group members, you can click the X to the right
of their names.

5. Share Team calendar

®
Add: Guests | Rooms, elc.
website | Add
"Website Team" <website-team@cog}q¢ny.com>
Y
Guests can

modify event
# invite others
¥ see guest list

Add: Guests | Rooms, efc.

|| Add

Click the § icons below to mark as optional.

Yes: 0, Maybe: 0, No: 0, Awatiting: O
1 Cassy Smith

1 Alice Abernathy

L Maria Manager

Gavin Sehorn 4



http://learn.googleapps.com/groups
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Calendar To-Do list for your team

Now that you've set up Google Calendar for your organization, it's time to help your team get started.
Help your team do these two things before they start using Calendar:
e Import their calendar.@

e Learn how to schedule a meeting. [4
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O

Train your team

For more training resources, visit the Google Apps Learning Center at learn.google.com.

Visit the Learning Center

e User guides on Calendar’s business features

Using Google Apps at work or school

Get help using your mail, calendar, documents, and other Google Apps

e (alendar delegation videos

b S from .
A . s ininlos Your first days Become an expert! S oo Bocs
‘ F Q r u I n u r » Learn by app Show me how!
S O S e S S S e S oA + Signinand explore
" , + Download the Chrome Browser

¢ Switch from Outlook or Notes



http://learn.googleapps.com/drive
http://learn.google.com
http://learn.googleapps.com/drive

Congratulations! You've set up Calendar for your team.

Now you know how to:

Brtormern
v Tailor calendar settings in the Admin console
v Import your calendar to Google Apps

v/ Add rooms and other resources

v Schedule a meeting

v Create a team calendar

v Invite Groups to events

Was this guide useful to you? Go 816 ADPPS


http://goo.gl/PtTFAk

