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How To Share Google Calendar

MASTERING COLLABORATION: HOW TO SHARE
GOOGLE CALENDAR FOR SEAMLESS SCHEDULING

In today's fast-paced digital world, keeping track of
appointments, deadlines, and personal commitments can feel like
a full-time job. Whether you are coordinating a family dinner,
managing a team project, or planning a social event, the ability
to see everyone's availability at a glance is a game-changer.
Google Calendar has long been a staple for personal time
management, but its true power is unlocked when you learn how
to share Google Calendar with others. Sharing your calendar
transforms it from a solitary planner into a dynamic tool for
collaboration. This guide will walk you through every method,
setting, and best practice, ensuring you can share your schedule
with the right people while maintaining complete control over
your privacy.

Understanding the nuances of calendar sharing can save you
countless hours of back-and-forth emails and scheduling conflicts.
From giving a partner full visibility into your day to allowing an
assistant to manage your appointments, the flexibility of Google

Calendar is remarkable. Let us dive deep into the process,
exploring each option so you can choose the perfect level of
access for every person or group in your life.

Understanding the Core
Concepts of Google
Calendar Sharing

Before clicking any buttons, it is essential to understand the
different ways you can share your calendar. Google provides two
primary methods: sharing with specific people and making your
calendar publicly accessible. Each method serves a distinct
purpose and offers granular permission settings. Knowing the
difference helps you avoid accidentally oversharing private
information.

When you share with specific individuals, you invite them to see
your calendar within their own Google Calendar interface. They
will see your events alongside their own, making it easy to find
overlapping free time. Alternatively, a public calendar creates a
web link that anyone can view, even without a Google account.
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This is useful for things like a community sports schedule or a
company holiday list, but it is generally not recommended for
personal or sensitive schedules.

How To Share Google
Calendar with Specific
People

This is the most common and secure method for sharing your
schedule with colleagues, family, and friends. It allows you to
control exactly who sees what. Follow these steps to share your
calendar with selected individuals.

STEP-BY-STEP GUIDE FOR DESKTOP USERS

Performing this action on a computer provides the most
comprehensive set of options. The interface is straightforward
and allows for precise adjustments.

1. Open Google Calendar: Navigate to calendar.google.com
and ensure you are logged into the correct Google account.

2. Locate the Calendar List: On the left-hand side of the
screen, you will see a section labeled "My calendars." Find
the calendar you wish to share. If you have multiple
calendars (e.g., "Work," "Personal," "Holidays"), select the
one relevant to your sharing goal.

3. Access Settings and Sharing: Hover your cursor over

the name of the calendar. A small three-dot menu icon will
appear. Click it, then select "Settings and sharing."
Alternatively, you can click the gear icon in the top right
corner, choose "Settings," and then click on the specific
calendar name from the left-hand list.

. Find the "Share with specific people" Section: Scroll

down the settings page until you find this section. Click the
"Add people" button.

. Enter Email Addresses: A dialog box will appear. Type

the email address of the person you want to share with.
You can add multiple addresses at once by separating them
with commas.

. Set Permissions: This is the most critical step. Beside the

email address, you will see a permissions dropdown menu.
The options are:

o See only free/busy (hide details): The person will
only see blocks of time marked as "Busy" without any
event titles, locations, or descriptions. This is ideal for
protecting privacy while still allowing for scheduling.

o See all event details: The person can view the full
details of every event on your calendar, including
titles, times, locations, and notes.

o Make changes to events: The person can view all
details and also add, edit, or delete events on your
calendar. Use this cautiously.

o Make changes and manage sharing: This grants
full administrative access. The person can change
settings and even share your calendar with others.
This permission should be reserved for trusted
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7.

assistants or family members managing your
schedule.
Send the Invitation: Click "Send." The recipient will
receive an email invitation. Once they accept, your
calendar will appear in their list.

SHARING FROM THE GOOGLE CALENDAR MOBILE APP

Managing your schedule on the go is essential. The mobile app
allows you to share your calendar with the same level of control
as the desktop version.

1.

Open the App: Launch the Google Calendar app on your
iOS or Android device.

. Find Your Calendar: Tap the menu icon (three horizontal

lines) in the top left corner. Scroll down to the "My
calendars" section.

. Tap the Settings Icon: Next to the calendar you want to

share, tap the colored dot or the "i" icon (depending on
your operating system) to open its settings.

. Select "Share with specific people": Scroll down in the

settings menu to find this option.

. Add People and Permissions: Tap "Add people," enter

their email, and select the permission level from the list.
The same "See only free/busy," "See all details," "Make
changes," and "Manage sharing" options are available.

. Send the Invitation: Tap the arrow or send icon in the top

right corner to send the invite.

How To Share Google
Calendar Publicly

There are specific scenarios where you want your calendar to be
accessible to the world. For example, if you run a local club, a
gym class schedule, or a public events calendar, making it public
is the most efficient method. However, you must be aware that
this makes your events visible to anyone with the link.

ENABLING PuBLIC ACCESS

1.

Open Settings: Follow the same steps to reach the
settings page for the specific calendar you wish to make
public.

. Find "Access permissions": This is typically the first

section in the settings page.

. Check the Box: Check the box that says "Make available

to public." A warning dialog will appear, reminding you that
your events will be visible to anyone. Confirm your choice.

. Choose Visibility Level: After making it public, you will

see additional options. You can choose to show "See only
free/busy (hide details)" or "See all event details."

. Share the Link: Once public is enabled, you will find a

"Public link to this calendar" section. You can copy this link
and share it on a website, in an email, or on social media.
For the old-style HTML view, look for the "Integrate
calendar" section to get an embed code or a public URL.



Advanced Sharing:
Embedding a Calendar on a
Website

Beyond sharing with individuals or through a simple link, you can
embed a live Google Calendar directly into your website. This is
an excellent feature for organizations, teams, or event planners
who want to keep their audience informed without them leaving
the site.

To get the embed code, go to your calendar's settings and find
the "Integrate calendar" section. You will see a block of HTML
code inside a text box. Copy this code and paste it into the HTML
editor of your website. You can customize the size, color, and
default view (week, month, agenda) before copying the code.
This creates a dynamic, interactive calendar that updates
automatically whenever you make changes, providing a seamless
experience for your website visitors.

Managing Shared
Calendars: Viewing and

Hiding Others' Calendars

Sharing is a two-way street. Once someone shares their calendar
with you, it will appear in your Google Calendar list. You have full
control over how you view these shared calendars.

e Show or Hide: In the left sidebar, uncheck the box next to
a shared calendar to hide it temporarily. Check it again to
bring it back into view. This is invaluable if you are looking
at a cluttered screen and want to focus on your own
schedule.

¢ Change Color: Click the three-dot menu next to the
shared calendar name and select a color. This helps you
visually distinguish between your work calendar, your
partner's calendar, and your team's project calendar.

¢ Adjust Notification Settings: You can choose to receive
notifications for events on a shared calendar. Click the
three-dot menu, select "Settings and sharing," and under
"Notification settings," you can add email or pop-up
reminders for events.

Troubleshooting Common
Sharing Issues

Even with a straightforward process, you might encounter a few
hiccups. Here are common problems and their solutions.
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Problem: The recipient says they cannot see your calendar after
you sent the invite.

Solution: They must accept the email invitation for the calendar
to appear in their list. Ask them to check their inbox (and spam
folder) and click the "Add this calendar" link in the email.
Alternatively, you can skip the email invite by manually adding
their email in the "Share with specific people" section; they will
still need to find your calendar in their list, but it should appear
automatically after a few minutes.

Problem: People see "Busy" but not the event details.

Solution: Check the permission level you set for that person. If
you chose "See only free/busy (hide details)," that is exactly what
they will see. Go back to the settings and change their permission
to "See all event details" if you want them to view specifics.

Problem: You accidentally shared a calendar with the wrong
person.

Solution: Go to your calendar settings. Under "Share with
specific people," find the person's email address. Click the "X"
icon next to their name to remove them immediately. They will
lose access to your calendar data.

Problem: Events are not showing up on an embedded website.
Solution: Ensure that the calendar is set to "Public" and that you
have selected "See all event details" in the public access
permissions. If the events are marked as "Free/Busy," they will
not show detail on the web embed. Also, check that you have
copied the entire embed code and placed it correctly in your
website's HTML.

Best Practices for Sharing
Your Calendar

To get the most out of this feature while maintaining security and
privacy, consider these professional tips.

* Create Separate Calendars: Instead of sharing your
main personal calendar with a wide audience, create
separate calendars for different purposes. For example,
have a "Work Projects" calendar, a "Family Events"
calendar, and a "Personal Appointments" calendar. Share
each one with the appropriate group of people. This keeps
your sensitive information private.

e Use "Free/Busy" as a Default: When sharing with
colleagues or acquaintances, always start with the "See
only free/busy" permission. You can always upgrade them
to "See all details" later if needed. This minimizes risk.

e Regularly Audit Shared Access: Every few months,
review who has access to your calendars. Go into your
settings and look at the list of people. Remove anyone who
no longer needs access, such as former team members or
old roommates.

e Be Careful with "Manage Sharing": Only grant the
"Make changes and manage sharing" permission to
someone you trust implicitly, such as an executive
assistant or a spouse. This permission allows them to share
your calendar with others, which could lead to unintended



access. '

¢ Use Color Coding Consistently: When you have multiple SCE n a I'I OS
shared calendars visible, assign distinct colors to each. This
visual organization makes it much easier to quickly assess
your day at a glance.

The true value of knowing how to share Google Calendar lies in
applying it to real-life situations. Let us look at a few common
scenarios.

I For Families: Create a shared "Family" calendar and invite all
U SI n g Goog |e Ca | e n d a r household members with "Make changes to events" permission.
Everyone can add soccer practices, doctor's appointments, school

Sharlng fOF Dlﬁerent events, and meal
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