
How To:  
Share a Google Calendar 

 
  



The following instructions pertain to how to share a calendar. 
 

1. Login to Google 
a. Click Here to see instructions 

2. In the top right corner, click the square of dots and click the Calendar icon  

 
 

3. Once on your calendar, on the left hand side, look for the calendar that you 
would like to share 

 
4. Just to the right of the calendar’s name, look for and click three little dots 

a. This will open a dropdown menu 



5. Click “Settings and Sharing” 
6. In the Share With Specific People Field, click “Add People” 

 
  



 
7. When you click “Add People”, the following screen will appear 

 
8. Enter the name or email of the person you want to share the calendar with 
9. Select the permissions the person will have 
10. Click “Send”  
11. The shared calendar will now appear on the recipient’s calendar page under 

“Other Calendars on the left hand side 

 


