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For the person who will create events and share a calendar after the builder leaves.

Before you start
Use only an account you have permission to use. If you do not know which account to use, or cannot sign in, stop
and ask the named account owner. Never share or write down a password or sign-in code.

Why this matters
Events may stay private if the calendar is owned by a different account or has not been shared.

Steps to follow
1 Open calendar.google.com and sign in with the Google account that owns the calendar.

2 To create an event, click Create (or click an empty time slot). Add a title, date, and time, then Save.

3 Optional: add guests by email if they need an invite.

4 To share a whole calendar, find it under My calendars. Open the three dots, then Settings and sharing.

5 Under Shared with, add a person by email and choose what they can see. Send.

If the screen looks different, stop before changing settings. Use the official help link below or ask the account owner for help.

Write this down
• The Google account that owns the calendar.

• The calendar name under My calendars.

• Who should see details vs free/busy only.

• Never put the password on this sheet.

Official help
Create an event: https://support.google.com/calendar/answer/37114
Share your calendar: https://support.google.com/calendar/answer/37082

Longer guide (with video)
https://jadexzhao.github.io/jadexzhao/handoff-google-calendar.html
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