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# Sharing from created or given google calendar… 43 Steps

We have to give ourselves access to the contractors calendar

STEP 1

Click the settings and sharing option found nex to the main calendar 

hover over the main calendar under : my calendars

Created with 2 of 23

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 2

Click the Add people and groups button 

STEP 3

enter your own professionnal email 
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STEP 4

Go to the permissions dropdown 

STEP 5

Select the : make changes and manage sharing option 
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STEP 6

Click save

STEP 7

In YOUR inbox, find the calendar share email
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STEP 8

Click Add calendar

STEP 9

from your calendar (should pop up) click add
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STEP 10

In FRONT, go to the settings menu 

STEP 11

From that menu, go to the Personnal section
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STEP 12

Select the Channels option 

STEP 13

select your professional email
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STEP 14

Click delete delete Channel 

STEP 15

Click Remove Channel
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STEP 16

You now have to reconnect your email : click connect a channel 

STEP 17

Select the gmail tab 
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STEP 18

Select connect under the gmail tab 

STEP 19

Click here
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STEP 20

Click continue 

STEP 21

Click select all 
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STEP 22

select your professional email 

STEP 23

Click continue 
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STEP 24

Drag to highlighter

STEP 25

Click continue
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STEP 26

unselect the import email history 

STEP 27

Click continue 
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STEP 28

Select your default inboux for the channel

STEP 29

Continue 

STEP 30

We will now add the email to the shared inbox by going in the company tab 
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STEP 31

Click inboxes

STEP 32

Select the appropriate inbox 
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STEP 33

Click connect a channel

STEP 34

Click connect
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STEP 35

Click here

STEP 36

Click Continue
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STEP 37

Click here

STEP 38

Click Select all 
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STEP 39

Click Continue

STEP 40

Click select all
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STEP 41

Click Continue 

STEP 42

Click Continue
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STEP 43

Make sure email is linked to the right channel 

Created with 23 of 23

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

