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Your first step is to:  
Add a shared space calendar 
You can add calendars created by other people in your organization, such as room schedules, to your list. 

1.​ On your computer, open Google Calendar. You can't add shared calendars from the Google Calendar app. 

2.​ On the left, next to "Other calendars," click Add   Browse resources. 
3.​ Next to the calendar you want to add, check the box. 

4.​ On the top left, click Back . 
5.​ You'll see the new calendar under "Other calendars."  

 
 
Second:  
You can find the Rooms in two different spots.   
 
If you are in the calendar, and click on the time you want to book:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://calendar.google.com/calendar/u/0?cid=Y18xODhkNms4OHA5MjZvam1yZ3RvZHBjdWZhdGtzYUByZXNvdXJjZS5jYWxlbmRhci5nb29nbGUuY29t
https://calendar.google.com/calendar/u/0?cid=Y18xODhkdDVjN2ZrczdtaDRsaXQ5OHBkcmM0aTFtMkByZXNvdXJjZS5jYWxlbmRhci5nb29nbGUuY29t
https://calendar.google.com/calendar/u/0?cid=Y18xODgyOTFlcWs1dWRpZ2x0anEybjFhYm5mdnNhbUByZXNvdXJjZS5jYWxlbmRhci5nb29nbGUuY29t
https://calendar.google.com/


 
 
 
 
 
 
 
 
 

 
 
 
 
 
You will then see the option for 112 Lake St or the Shelbure office, click the down arrow to be able to select the room 
you wish to book.  If it is unavailable it will be crossed out.    
 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
If you have opened up the full appointment you will see the option for rooms to the right hand side of the page, next to 
where you add guests, the all the other steps are the same.  
 

 
 
 
 
Important: The full title of your meeting will show up in the calender for every in VCR to see so do not include 
any client PHI if you are booking a client meeting.   
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