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G Suite Calendar 
 
 
The below information will show you how to access your calendar, how to change the view, how to view other 
calendars, and how to create a calendar event (and invite others). 
 
Helpful Link: 
https://gsuite.google.com/learning-center/products/calendar/get-started/ 
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Access Your Calendar: 
Open the Chrome Browsder,click on the waffle/grid to open the menu and click on Calendar    
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Select View: 
Click on the view you like from the drop down on the top right of the calendar 
 

 
 

Working with Calendars 
 
Common calendars and any that you have chosen to view are listed on the left 

 
 
 



 

G Suite Calendar Page 3 

This screenshot shows just one calendar 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

G Suite Calendar Page 4 

Selecting more calendars (by clicking on the box next to the calendar name) overlays the calendars rather than 
putting them side by side. 
 
Notice the “Kim Davis” calendar events are in blue and the “CCPS District Chromebook Class” events are in 
green. 
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View a resource calendar by clicking on the plus next to Add a coworker’s calendar then on Browse 
Resources. Notice you have a calendar for each of your Google Classrooms. You can uncheck the boxes next to 
the calendar if you don’t want to display that calendar in your calendar view. 
 
 

 
 
 
You will see Resources for the county setup by technology. These will be calendars for resources such as 
rooms, as well as shared school calendars. Clicking on the check box next to the calendar will add that 
calendar to your list of calendars. 
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To add a coworker’s calendar that has been shared with you. Type the name inside the “Add a coworker’s 
calendar”. As you type the name a list will appear to select from. 
 

 
 
 
You can change the color of the calendar entries to make them easier to distinguish. 
Click on the 3 dots next to the calendar and click on a color of your choosing. 
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Create an event 
 
Click on the day of the event and an Event box appears. 
Name your event. If you are done click Save or click More Options to invites users, set times, etc. 
 

 
 
 
Add your additional information. 
To set a time, remove the checkmark next to All Day 

 
To invite guests, click in the Add Guests box and begin typing in the person’s name. 
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A list of selections will appear. 

 
 
Click on the correct name and it will appear in the list, notice the Guests Can Invite Others and see guest list, 
but not Modify Event. 
 

 
 
To add a Room/equipment click on Rooms and begin typing in the name. Click on the correct room/equipment 
to add it. 
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The Room is added to both Where and Guests. 

 
 
To check if the person or room is busy click on  Find a time 

 
 
 
 
 
Participants events will show up color coded as indicated in the Guests list. 
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Create and/or Share a Calendar 
 
If desired create a new calendar by clicking the Plus sign next to Add a coworker’s calendar and selecting New 
calendar. You can share your default calendar if you wish. 

 
 
 
Fill out the Create New Calendar giving the Calendar a name and description and click Create Calendar. 
 

 
 
You will see this message at the bottom of your screen, clicking Configure will take you into the Calendar 
settings. 
 

 
 
OR you can click the 3 dots next to the calendar you want to configure and choose Settings and Sharing. 
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Sharing 
 
Share your calendar by making the calendar available to everyone at Catoosa County Public Schools, or choose 
a person to add. 
 

 
  
When sharing the calendar with specific people you can choose the level of access. See only free/busy, See all 
event details Make changes to events or Make changes and manage sharing. 
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Notifications 
 
Set Notifications in the Settings and Sharing screen. Add notifications allows you to choose the type of 
notification and the time before the event to be notified. You can choose, email, SMS or Notification, which 
will show in the browser. 
 

 
 
 

 
 
 
 
 
 
  


