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How to Share Google Calendar: A Complete Guide for 2026

Google Calendar has become a staple for personal and professional scheduling. Whether you’re coordinating a

team project, planning a family reunion, or managing a complex event, sharing your calendar can streamline

communication and keep everyone on the same page. This guide walks you through every step of sharing a

Google Calendar, from the basics to advanced tips, and covers both web and mobile platforms. By the end, you’ll

know how to share calendars securely, manage permissions, and troubleshoot common issues.

Why Share Your Google Calendar?

Sharing a calendar offers several benefits:

•  Collaboration – Team members can see upcoming deadlines, meetings, and availability.

•  Transparency – Family members or coworkers can view your schedule, reducing double bookings.

•  Automation – Shared calendars can trigger reminders, notifications, and integrations with other apps.

•  Efficiency – Eliminates back �and �forth emails to confirm times.

Understanding the purpose of sharing helps you choose the right level of access and the correct sharing method.

Getting Started: Preparation and Permissions

Before you share, consider the following:

1.  Identify the audience: Is it a single colleague, a whole department, or the public?

2.  Decide on the level of access: View only, make changes to events, or full editing rights.

3.  Check your account type: Personal Google accounts and Google Workspace accounts have different sharing 

capabilities.

4.  Organize your calendar: Use color �coding and clear event titles to make shared information easy to read.

Sharing a Calendar on the Web

Step 1: Open Google Calendar Settings

Navigate to calendar.google.com and sign in. Click the gear icon in the top right, then select Settingsfrom the

dropdown.

Step 2: Select the Calendar to Share

On the left sidebar, under Settings for my calendars, click the calendar you want to share. If you don’t see it, you

may need to create a new calendar or ensure you’re viewing the correct account.

Step 3: Share with Specific People

In the calendar’s settings page, find the section titled Share with specific people. Click Add people. Enter the

email address of the person or group you want to share with.

Step 4: Choose Permission Levels

After adding an email, a dropdown appears:



•  See only free/busy (hide details) – The user sees whether you’re busy, but not event details.

•  See all event details – The user can view titles, locations, and descriptions.

•  Make changes to events – The user can add, edit, and delete events.

•  Make changes and manage sharing – Full ownership rights; the user can change permissions for others.

Step 5: Send the Invitation

Click Send. The recipient receives an email invitation. Once accepted, they’ll see the calendar in their own Google

Calendar interface.

Step 6: Share a Public Link (Optional)

If you prefer to share a calendar publicly, scroll to Access permissions for events. Check Make available to 

publicand choose whether to allow others to view all event details or just free/busy status. Copy the public URL

provided and share it via email, website, or social media.

Sharing a Calendar on Mobile Devices

Both Android and iOS apps follow similar steps, though the interface may differ slightly.

Android

1.  Open the Google Calendar app.

2.  Tap the menu icon (three horizontal lines) and select the calendar you want to share.

3.  Tap the gear icon to access Calendar settings.

4.  Under Share with specific people, tap Add people and follow the same permission steps as on the web.

iOS

1.  Launch the Google Calendar app.

2.  Tap the menu icon (three horizontal lines) and choose the calendar.

3.  Select Settings (gear icon).

4.  Tap Share with specific people and add the desired email addresses, choosing permissions accordingly.

Managing Permissions After Sharing

Permissions can be updated at any time. If you need to revoke access or change a user’s rights:

1.  Return to the calendar’s settings page.

2.  Locate the user in the Share with specific people list.

3.  Click the permission dropdown to adjust rights or click Remove to revoke access.

4.  Confirm changes; the user will receive an email notification.

Sharing with Google Workspace vs Personal Accounts

Google Workspace (formerly G Suite) offers additional sharing options:

•  Domain-wide sharing: Share with entire domains or organizational units.

•  Advanced security controls: Admins can enforce two �factor authentication and restrict external sharing.

•  Calendar delegation: Allow a colleague to manage your events on your behalf.

Personal accounts lack domain controls but still allow sharing with any Google user or public link.

Public vs Private Calendar Sharing



Decide whether the calendar should be visible to the public or limited to specific users:

•  Public calendars are useful for events like community workshops or open office hours.

•  Private sharing is recommended for internal teams, family schedules, or sensitive information.

Common Issues and Troubleshooting

Issue 1: Recipient Can''t See the Calendar

Verify that the recipient accepted the invitation. If not, resend the invite. Check that they’re logged into the correct

Google account.

Issue 2: Calendar Events Not Updating

Ensure that the calendar’s Sync setting is enabled on the device. On mobile, tap the menu icon, then Settings > 

Calendar sync and toggle the calendar on.

Issue 3: Permission Changes Not Reflecting

Sometimes changes take a few minutes to propagate. If still not updated, ask the user to sign out and back in.

Issue 4: Calendar Appears Blank

Check if the calendar is hidden in the left sidebar. Toggle the checkbox next to the calendar name. Also ensure the 

correct time zone is set under Settings > Time zone.

Integrating Shared Calendars with Other Apps

Google Calendar can sync with a variety of tools:

•  Slack – Post calendar events to channels.

•  Microsoft Teams – Embed shared calendars in meeting invites.

•  Zapier – Automate tasks when events are created or modified.

•  IFTTT – Trigger actions like turning on smart lights at event start.

To connect, use the calendar’s iCal link found under Integrate calendar in settings.

Best Practices for Effective Calendar Sharing

•  Use clear event titles: Avoid vague names like “Meeting.” Add context such as “Project X Kickoff.”

•  Color �code calendars: Assign a distinct color for each team or project.

•  Set recurring events: For regular meetings, use the Repeat option to reduce manual entry.

•  Use reminders wisely: Configure pop �ups or email notifications to keep participants informed.

•  Keep privacy in mind: Only share event details that are necessary. Use See only free/busy for sensitive 

meetings.

Security Considerations

When sharing calendars, especially with external partners, consider:

•  Enable two �factor authentication on all accounts.

•  Restrict public access to only the information that must be visible.

•  Regularly review shared calendars to remove outdated or unnecessary permissions.

•  Use Google Workspace Admin console to enforce domain �wide sharing policies.



Frequently Asked Questions

Can I share a calendar with someone who doesn’t have a Google account?

No, the recipient must have a Google account to accept the invitation. However, a public link can be shared with

anyone, but they’ll only see the calendar in a web browser.

Is it possible to share multiple calendars at once?

Google Calendar does not support bulk sharing from the UI. You’ll need to add each calendar individually or use

the API for advanced users.

How do I share a calendar with an entire Google Workspace domain?

As an admin, go to the Admin console, navigate to Apps > Google Workspace > Calendar > Sharing settings,

and set domain �wide sharing permissions.

What happens if I delete a shared calendar?

Deleting the calendar removes it from your account and from everyone it was shared with. To preserve events,

export the calendar before deletion.

Can I share a calendar with a non �Google email address?

Yes, you can add external email addresses. They will receive an invitation and can view the calendar in Google

Calendar if they sign up for a Google account.

Conclusion

Sharing a Google Calendar is a powerful way to enhance collaboration, reduce scheduling conflicts, and keep

teams aligned. By following the steps outlined above—whether you’re using the web interface or mobile app—you

can grant appropriate access levels, maintain privacy, and integrate with other tools for maximum efficiency.

Remember to review permissions regularly and stay mindful of security best practices. With these skills, you’ll turn

your calendar into a shared resource that drives productivity and organization for any group, family, or business.
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