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HOW TO CREATE  
A GOOGLE ACCOUNT 
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1. Make a Gmail Account at 
https://accounts.google.com/signup 

 
 
 
 
 
 
 
 
 
 
 
 

https://accounts.google.com/signup
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2. Go to https://calendar.google.com 

 

https://calendar.google.com/
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TIP: You can download the Google Calendar app on your 
phone or continue using it online. 
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HOW TO CREATE  
A SCHEDULE FOR YOUR 

GARDEN  
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1. You can select which calendar view you would like. 
You can organize the schedule based on monthly or 
weekly calendars. For this demonstration, we will be 
using the weekly calendar. 
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2. Click on ‘Add other calendar’  to create a new calendar 
to schedule all gardeners and/or garden sessions. 
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3. Click ‘Create new calendar’. 
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4. Fill out the information. 

 
  

Enter the garden’s name 
 
(Optional) Enter any 
extra scheduling 
information about the 
garden 
 
Click when finished 
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5. To set a different colour for gardeners, click ‘Options’. 
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6. Then select a colour. 
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7. Click ‘Create’ to begin scheduling a person’s time slots 
or to add a gardening session. 
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8. Fill in this window with information about which 
gardener you would like to schedule and when you want 
to schedule them for. 

 
  

Enter gardener’s name 

Select a date 

Select a start and end 

time 
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9. Remember to select the Garden Schedule in this drop 
down menu. 
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10. If you want this person to have the same day and 
time slot every week, click ‘More options’. 
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11. Click this window. 
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12. Select how often you would their time slot to repeat. 
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13. You can even customize this setting to set the same 
time slot on multiple days of the week. 
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14. Select which days you would like to repeat the same 
time slot and then click ‘Done’. 
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15. Repeat Steps 7-14 to add all other 
gardeners or garden sessions. 
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16. This is what your weekly and monthly schedule will 
look like when you’re done adding everybody’s time 
slots. 
 

Example View of Weekly Schedule 
 

  
Change between 

the weekly and 

monthly view of 

the schedule by 

clicking here 
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Example View of Monthly Schedule 
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HOW TO SEND 
NOTIFICATIONS TO 

GARDENERS  



 

  Page 26 of 50 

1. To send gardeners notifications when changes are 
made to the schedule, click ‘Options’. 
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2. Click ‘Settings and sharing’. 
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3. Click ‘Other notifications’. 
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4. Click this window and select ‘Email’. 
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5. Switch these to ‘Email ’or according to your own 
preferences. 
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HOW TO SHARE  

THE SCHEDULE WITH 
PEOPLE THAT HAVE 
GOOGLE ACCOUNTS 

 
Note: some settings allow people who have a Google account  
to make changes to the schedule. This is great if you want 
gardeners to fill out the schedule and make changes 
themselves. If you do this, it’s a good idea to save the 
information on a regular basis to make sure no-one erases 
calendar entries by mistake. See printing in the next section.   
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1. To send the schedule to someone with a Google 
account, click ‘Options’. 
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2. Select ‘Settings and sharing’. 
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3. Select ‘Share with specific people’. 
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4. Select ‘Add people’. 
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5. Enter the email of the person who want to share the 
calendar with. Then click ‘Send’.   

Switch this to ‘Make changes 

to events’ if you want to 

allow gardeners to make 

changes to the schedule 
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HOW TO SHARE  
THE SCHEDULE WITH 

PEOPLE THAT DO NOT 
HAVE GOOGLE 

ACCOUNTS 

 
You have two choices: 
 
Print the garden calendar as a PDF file and email to the gardener (they 
won’t see any updates to the calendar) 
 
Or 
 

Post your garden calendar publicly. Gardeners will be able to see the 
most up to date version of the calendar but they can’t edit it. This 
makes the calendar available to anyone on the internet. You may not 
want to choose this option if there is any concern about publishing who 
is in the garden publicly.   
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To print a calendar to email to gardeners without a 
Google account, click ‘Settings’. 
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Click on Import & Export 

Click on Export Calendar 

Zip file will appear in lower left corner. Click on this, select 

Open 
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Click extract all 
Save file in default folder (Downloads) or choose another folder 
(such as your garden files) 
Open file 
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Click on File > Print 
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Choose monthly mode 
Choose print to PDF 
Give the file a name such as “garden calendar June 2020” and 
save. 
Email or print calendar to share. 
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To make your garden calendar public, click ‘Settings’. 
 

 
 



 

  Page 44 of 50 

 
2. Select the garden’s schedule. 
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3. Select ‘Access permissions’. 
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4. Select ‘Make available to public’. 
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5. Click ‘OK’. 
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6. Select ‘Get shareable link’. 
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7. Select ‘Copy link’ and send it to the person you want to 
share it with. 
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Happy Scheduling! 

 


