
 
Where to start: 
1. First go to your Google Calendar and look in the bottom left corner of the page 
2. You will see this: 
 

 
 
3. Here you will see the calendars that are shared with your 
4. Click on the ones you want to see 
5. When you click each calendar off, your calendar will look something like this: 
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How to sign up for a period: 
 
1. When	  I	  look	  at	  a	  single	  day	  for	  the	  Macbook	  lab	  it	  looks	  like	  this:	  

	  
	  
2. I	  find	  the	  period	  I	  want	  and	  check	  that	  it	  says	  “avail…”	  
3. If	  it	  is	  available,	  then	  I	  will	  click	  on	  it	  
4. When	  you	  do	  that,	  it	  will	  look	  like	  this:	  

	  
5. In	  the	  title	  box	  (where	  it	  says	  “Period	  4	  –AVAILABLE”),	  I	  will	  delete	  the	  word	  
“available”	  (and	  only	  that	  word)	  and	  write	  my	  class	  (ex.	  4T	  or	  4B	  math	  	  if	  I	  am	  teaching	  in	  
4B	  but	  I	  am	  not	  the	  home	  room	  teacher)	  

	  
6. Click	  the	  big	  red	  button	  labeled	  “SAVE”	  
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7. After	  I	  click	  save,	  this	  message	  will	  come	  up:	  

	  
8. You	  will	  then	  click	  “only	  this	  event”	  
9. Now	  when	  you	  look	  at	  the	  calendar	  you	  will	  see	  your	  booking	  in	  on	  the	  calendar	  
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How	  to	  delete	  a	  booking:	  
Sometimes,	  you	  may	  have	  signed	  up	  for	  a	  period	  and	  then	  realized	  later	  that	  you	  will	  not	  
need	  it.	  You	  will	  then	  want	  to	  make	  note	  of	  this	  on	  the	  calendar	  so	  others	  will	  be	  able	  to	  use	  
the	  lab	  instead	  of	  it	  sitting	  idle.	  
	  
1. Go	  to	  the	  calendar	  and	  find	  the	  period	  you	  want	  to	  change	  the	  availability	  of	  (NOT	  
delete)	  

	  
2. Click	  on	  the	  period.	  And	  it	  will	  look	  like	  this:	  

	  
3. I	  am	  going	  to	  delete	  the	  text	  (ex.	  4T)	  and	  write	  “available”	  OR	  if	  you	  are	  switching	  with	  
someone:	  delete	  the	  text	  of	  their	  class	  (ex.	  4T)	  and	  write	  in	  your	  class	  (ex.	  4Q)	  

	  
4. Click	  the	  big	  red	  button	  labeled	  “SAVE”	  
5. Check	  the	  calendar	  that	  the	  period	  has	  changed	  and	  not	  been	  removed	  
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