
Quick Tips for Google Calendar 
for G-suite/Business
When using Google Calendar for business, you’ll discover a lot of fantastic, powerful features. 
If you have a Google account (including YouTube, Gmail, an Android device,  or have an account on any 
other Google based platform) you have access to it. You don’t need extensive experience in the 
Google universe to utilize these features. If you’ve made the switch to Google recently, or 
work with an executive that uses GCalendar on the side, check these tips out and make  
your life easier!

Create Different Calendars Within A Single Calendar
Maybe you want to keep your work life and personal life separate.  
Or maybe you want to create different calendars for separate 
individuals and yet be able to access it all together (when necessary). 
To do this scroll to “Other Calendars” underneath “My Calendars” and:

 ¡ Click the + sign and select “Create New Calendar”
 ¡ Add in a title at the prompt
 ¡ Repeat process to create different calendar  

within the same calendar

Make sure you color code your calendars. This will make it far easier 
to see what's going on and who is scheduled for what without looking 
up names. You can do this from the 3 dots next to each calendar 
listed under My Calendars. Select “Options for xyz Calendar” and pick 
your color.

Create Scheduling Boundaries for your Executive (or yourself!)
Are you practicing time blocking techniques for time management? 
Does your executive have a complicated or flex schedule, or strong 
preferences for when she/he participates in meetings? Instead 
of saying no, or having to decline, stop those requests in the first 
place! You can enable “Working Hours” in a calendar so those trying 
to schedule appointments will be alerted if the appointment is out of 
range. You can set different times for each day of the week if needed, 
or the same ones for each day. Hit the gear icon to get to your 
calendar settings and scroll to “Working Hours”

Automate a Daily Agenda or Daily Rundown Email
Receive an email every day at 5:00 am with a snapshot of your day’s 
appointments. To set it up on your calendar or your executive’s, 
hit the gear symbol to get to the calendar’s settings and select the 
calendar(s) you want to emails from. Click on “General Notifications” 
and then “Daily Agenda”, and finally select “Email” from the dropdown 
menu. 
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Add Attachments To Events
Don’t waste time searching for documents in the middle of a call or 
meeting. Attach files to an event so everyone has them, or at least so 
you have the documents readily available. 

 ¡ Select the meeting or event
 ¡ Click on the pencil icon
 ¡ Click the “Add attachment” paper clip icon  

from the edit window that appears
 ¡ Choose the documents you wish to add

You can also upload the documents directly to Google Drive prior to 
uploading, just so you always have the files in question, no matter 
what computer you login from. 

Add Google Hangout
If you plan to use Google Hangout you don't need to launch the app 
separately. Instead, you can add a Google Hangout to a specific 
event. To do this you need to:

 ¡ Select “Add video call” within your event
 ¡ Follow the prompts to select the individual(s) you wish to 

contact during the event

Activate Desktop Notifications
Never miss a meeting because you simply forgot or your phone was 
on silent. The default notifications is 10 minutes, but you can adjust 
the notification to a specific time. 

 ¡ Choose “Settings” by clicking the gear icon  
(located in the top-right corner of the applications)

 ¡ Select “Event Settings.”
 ¡ Click “Notifications.” A new pull-down menu will appear.
 ¡ Select “Desktop notifications” from the pull-down menu

Schedule Meetings with Groups Easily
Need to arrange a meeting between several busy people?  
You can either use the “Suggested times” or the “Find a time” feature.  
First, add the right people to the event/meeting you’ve created. 
Option 1:  select the “Suggested times” link below your guest names 
(you’ll see a dropdown window with times everyone is free of 
conflicts). Option 2: the “Find a time” tab next to “Event details”.  
This will display all participants’ schedules visually and you can  
select an available time by clicking that time in the calendar and 
hitting “Save” at the top. 
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Make Planning with International Participants Easier 
Schedule time with people all over the world by enabling  
“World Clock” in your settings. Look at multiple time zones when 
arranging appointments by clicking the gear icon in the top-righthand 
corner of your calendar. Then, go to the “World clock” section, check 
“Show world clock”, and select any time zones you want to see in your 
calendar. 

You can also keep track of international holidays using the “Browse 
calendars of interest” feature and subscribing to ones that makes sense 
to you. You’ll find this feature when you click the “Add a coworker’s 
calendar” button in your left sidebar. 

Take Advantage of Keystroke Shortcuts
First you’ll need to turn-on keyboard shortcuts in Settings, but then 
you can use these handy quick keys:
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Keep Meetings Private When Needed
Sharing calendars in Google is a bit different than in Outlook, but 
don’t forgot, you can make any appointment private when you set it 
up or afterward. From any event details page, hit the briefcase symbol 
above the description field. The 1st field will say “Busy”, but click to the 
2nd field and select “Private” from the dropdown. Don’t forget to hit 
save! This will hide event information from anyone who has access to 
this calendar.

Settings pages View event detailse

Go back to calendar grid from an event detail pageesc

Create an eventc UndozQuick Add an eventq

Hop to the current daytMonth viewor3 m

Day view or1 d Custom viewor4 x

Week viewor2 w Agenda viewor5 a

Change your calendar view:

Quick Tips for Google Calendar 
for G-suite/Business

ASAPorg.com

http://divcom.com
http://apcevent.com/ea-summit
http://apcevent.com
http://asaporg.com
http://ASAPorg.com

