BILL'S HOME TECH

Home & Small Business Tech Solutions

A Shared Calendar for a Club, Board or Ministry

community groups — no more scattered dates or missed meetings An Extended
Guide - No. 2069

Bill Davis — Bill's Home Tech
(330) 200-8042 - bill@billshometech.com - Atwater, Ohio



Bill's Home Tech BillsHomeTech.com - (330) 200-8042
A Shared Calendar for a Club, Board or Ministry

What's Inside

Everything in this guide, with page numbers. Skip to whichever chapter answers your
guestion right now.

1. For electrical, gas, water, or ladder work, please call alicensed professional. — Bill's

Home Tech . . . . . . e 4

2. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's

Home Tech . . . . . . e 5

3. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's

Home Tech . . . . . . e 5

4. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's

Home Tech . . . . . . 7

5. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's

Home Tech . . . . . . . . e 8
6. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's
Home Tech . . . . . . . . e 9
7. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's
Home Tech . . . . . . e 10

8. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's

Home Tech . . . . . . 11

9. For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's

Home Tech . . . . . . 12

10. For electrical, gas, water, or ladder work, please call alicensed professional. — Bill's

Home Tech . . . . . . 13

11. For electrical, gas, water, or ladder work, please call alicensed professional. — Bill's

Home Tech . . . . . . 14

Tech Made Simple. Service Made Personal. Page 2 of 28
For general information only — not professional advice. Use at your own risk.

For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech



Bill's Home Tech

12. For electrical, gas, water,

Home Tech

13. For electrical, gas, water,

Home Tech

14. For electrical, gas, water,

Home Tech

15. For electrical, gas, water,

Home Tech

16. For electrical, gas, water,

Home Tech

17. For electrical, gas, water,

Home Tech

18. For electrical, gas, water,

Home Tech

19. For electrical, gas, water,

Home Tech

20. For electrical, gas, water,

Home Tech

21. For electrical, gas, water,

Home Tech

22. For electrical, gas, water,

Home Tech

A Picture to Follow Along
A Second Look

A Note From Bill

Your Visit — and My Promise

BillsHomeTech.com
A Shared Calendar for a Club, Board or Ministry

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

or ladder work, please call a licensed professional

. (330) 200-8042

Tech Made Simple. Service Made Personal.
For general information only — not professional advice. Use at your own risk.

For electrical, gas,

water, or ladder work, please call a licensed professional. — Bill's Home Tech

.— Bill's
.15
.— Bill's
.16
.— Bill's
17
. — Bill's
.18
.— Bill's
.19
.— Bill's
. 20
.— Bill's
.21
.— Bill's
.22
.— Bill's
.23
.— Bill's
.24
.— Bill's
.25
. 26
.27
.27
. 28
Page 3 of 28



Bill's Home Tech BillsHomeTech.com - (330) 200-8042
A Shared Calendar for a Club, Board or Ministry

1. For electrical, gas, water, or ladder work, please call a
licensed professional. — Bill's Home Tech

What's Inside Everything in this guide, with page numbers. Skip to whichever chapter
answers your question right NOW........cccceeeeeeeeevvieeeeiinnns 4

. The Whole Idea on One Page.............cccevvvvneenen. 4

. Why One Calendar Beats a Dozen.............ccccceunn.... 5

. Choosing the Right Tool for Your Group................... 5

. Make the Calendar Belong to the Group, Not a Person.............cccccceeeeee. 6
. Creating Your First Shared Calendar...............ccccceeeeeeeenne 6

. Adding an Event the Clear Way...............cccevvrvnnnnnn. 7

. Meetings That Happen Every Month..................c.ooue.. 7

. Sharing the Calendar With Your Helpers.............ccccciviiiiiiinns 8
. Letting Everyone Follow Along............cccovvviiiieiennn, 9

. Deciding What to Make Public.............cccccceeeeees 9

. Getting It Onto Everyone's Phone..............ccccceeeen. 10

. Naming One Person to Keep It Tidy.........ccovvviiiiiieeeennnnnn. 10

. A Simple Habit for New Dates...............cccvvvnnnnnn. 11

. Using Colors and Multiple Calendars..............ccccuvvunn... 11

. Gentle Reminders So No One Forgets............ccccuvvnnnnnn. 12

. Showing the Calendar on Your Website............cc.ccco.oo. 12

. When Officers Change, Keep the Keys........cccccooveevevinnnnn. 13

. Protecting Members' Private Details..............ccccce..... 14

. Still Serving the Folks Without Phones............cccccceeiiiiiiinnnnnn. 14
. What You'll Need to Begin...........ccccuvunnnnn. 15

. All-Day Events, Festivals and Deadlines

© 00 N O 0o WON P

NN R R R R R R R R R
R O © 0 N O U M WNEFL O

Tech Made Simple. Service Made Personal. Page 4 of 28
For general information only — not professional advice. Use at your own risk.

For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech



Bill's Home Tech BillsHomeTech.com - (330) 200-8042
A Shared Calendar for a Club, Board or Ministry

2. For electrical, gas, water, or ladder work, please call a
licensed professional. — Bill's Home Tech

....................... 15 22. Attaching the Agenda and Notes to a Meeting......................... 16 23.
Inviting Guests and Seeing Who'll Attend.................ooooee 16 24. A Naming Style That
Stays Readable.........ccccccceeeennnnn. 17 25. When Two Groups Share a
Building.........covvvviviiiiiiinnnnnn. 17 26. Fixing and Undoing Mistakes................cccuuuv.... 18 27.
Why Subscribing Beats Copying Dates.............cccceeeen... 18 28. If Your Group Already Uses
Other ToOIS......cccciiviiiiiiiee 19 29. Keeping a Backup of Your
Calendar..........ccccceiiiiiiiiiiiins 19 30. A Once-a-Year Tidy-Up.........cceeeeriiinnnnn 20 31. The
Mistakes That Sink a Shared Calendar.................ccccuvvvneee. 20 32. Answers to Common
QUESLIONS......coooeiiii 21 33. Getting Yours Started..........cccccvveeeeennnnn. 22 34.
You Don't Have to Set It Up AloNe...........ccuvviiiiiiiieeiiiinenenn. 22 Everyday Cheat
Sheet.......coooiiiiiiiee 23 A Picture to FOllow AlONg........cevvvviiiiiiiiiiiiiiiii, 24 A
Second LOOK.......cuvvviiiiiiiiiiiiiieiiiis 24 A Note From Bill...........ouvviiiiiiiiiiiinnnnn. 25 Your

Visit — and My Promise

THE 60-SECOND VERSION
3. For electrical, gas, water, or ladder work, please call a
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1. The Whole Idea on One Page If you read only one page, read this. Here is the whole
plan as a short checklist. A shared calendar is one calendar that lives online, where the
whole group looks for dates: meetings, events, work days, deadlines. Instead of a dozen
private lists that never agree, there is one that everyone sees, and it updates for everyone
the moment you change it.

Pick one free tool — a Google account calendar is the simplest for most groups.

Make a single calendar named for the group, like '‘Garden Club Events.'

Add your known dates — meetings, events, deadlines — with times and places.

Share it with the two or three people who help run things, so they can add dates too.
Give everyone else a link to view it, or to add it to their own phone.

Agree on one person who keeps it tidy, and a simple habit for adding new dates. GOOD
TO KNOW You do not need to buy anything, and you do not need to be the tech person
in the group. A free account and a quiet afternoon are enough to replace years of
confusion. The rest of this guide walks through each piece gently: choosing the tool,
setting it up, sharing it the right way, and keeping it trustworthy. Take it a page at a time.
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There is no wrong pace. WHY IT HELPS 2. Why One Calendar Beats a Dozen Most
small groups keep dates in a scatter of places: a paper list by the phone, an email
someone sent in March, a note in the secretary's head. The trouble is that none of these
agree, and when they disagree, people show up on the wrong night or miss things
entirely. A shared calendar fixes that by giving everyone the same single source of truth.
The magic is that it is live. When you move a meeting from the first Tuesday to the
second, you change it once, and it is instantly right on every phone and every screen that
looks at it. No new emails, no 'ignore my last message,' no one left behind on the old
date. One place to look, so no one has to ask 'when is the meeting again?' One place to
change, so a moved date is right for everyone at once. It works on phones, tablets, and
computers, for whoever wants it. It costs nothing and does not wear out or get lost in a
drawer.
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TIP
4. For electrical, gas, water, or ladder work, please call a
licensed professional. — Bill's Home Tech

If your group argues about dates more than once a year, a shared calendar will pay for
itself in saved phone calls within a month. The hardest part is simply deciding to start.
WHICH TOOL 3. Choosing the Right Tool for Your Group There are several good
calendars, and the best one for your group is usually the one your people already use. For
most clubs, churches, and boards, a free Google account calendar is the easiest, because
so many folks already have a Gmail address and it shows up neatly on both iPhones and
Android phones. Google Calendar: free, works on every phone, easy to share — the
common choice. Apple's Calendar: lovely if everyone in the group uses an iPhone or iPad,
less so if not. Microsoft Outlook calendar: natural if your group already pays for Microsoft
365. Your church or club software's built-in calendar: handy if you already use one. You do
not have to get this perfect. Any of these can be shared and followed on any phone. If you
are unsure, start with a free Google calendar; it is the path most groups take, and the rest
of this guide uses it as the example. GOOD TO KNOW A ‘free Google account' and a
'‘Gmail address' are the same thing. If anyone in your group has an address ending in
gmail.com, they already have a calendar waiting, at no cost. A GROUP ACCOUNT 4.
Make the Calendar Belong to the Group, Not a Person Here is the single most important
decision, and the one groups most often get wrong. If the calendar lives inside the
treasurer's personal account, then when the treasurer steps down, moves, or has a
falling-out, the group's whole calendar can walk out the door with them. The fix is to make
the calendar belong to the group itself. The simplest way to do this is to create one new,
free account just for the group — something like gardenclubatwater@gmail.com — and
build the shared calendar inside it. The password lives with the group, handed to each new
secretary like a key to the clubhouse. The calendar outlives any one volunteer. Create one
free account in the group's name, not a person's.

Tech Made Simple. Service Made Personal. Page 7 of 28
For general information only — not professional advice. Use at your own risk.

For electrical, gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech



Bill's Home Tech BillsHomeTech.com - (330) 200-8042
A Shared Calendar for a Club, Board or Ministry

WATCH OUT
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licensed professional. — Bill's Home Tech
Build the shared calendar inside that account.

Keep its password where the group's officers can find it — see the sharing chapter. Hand it
to the next person when roles change, so nothing is ever lost. A calendar built in one
volunteer's personal account is a calendar you can lose overnight. Spend the extra ten
minutes to make a group account first. Future-you will be grateful. STEP BY STEP 5.
Creating Your First Shared Calendar With the group account made, creating the calendar
itself takes only a minute or two. On a computer, open the calendar, look for a small plus
sign near 'Other calendars' on the left, and choose to create a new calendar. Give it a clear
name and a short description, and save.

Sign in to the group's account on a computer and open its calendar.

Find 'Other calendars' on the left and click the plus sign beside it.

Choose 'Create new calendar.’

Name it plainly — 'St. Mark's Events' or 'Rotary Club Calendar.'

Add a one-line description so people know what it is for, then click 'Create calendar.' TIP
Use a name a stranger would understand at a glance. 'Events' alone is vague; 'Lions
Club — Meetings & Events' tells everyone exactly what they are looking at. That is the
whole calendar made. It will feel empty, and that is fine — the next pages are about filling
it with your real dates and then sharing it with your people. ADDING EVENTS 6. Adding
an Event the Clear Way Adding an event is as simple as clicking a day and typing what is
happening. But a little care in how you write each event saves everyone a great deal of
guessing later. A good event answers the three questions a member will have: what,
when, and where. A clear title: 'Monthly Board Meeting,' not just '‘Meeting.' The right date
and a real start and end time, so people can plan around it. The location — the hall, the
room, or an address someone could drive to.

a b~ WwN -
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GOOD TO KNOW
6. For electrical, gas, water, or ladder work, please call a

licensed professional. — Bill's Home Tech
A line or two of notes: what to bring, who to ask, or a phone number.

Take an extra moment to set the end time honestly. An event with no end time, or a wildly
wrong one, makes it hard for busy members to see whether they can fit it in. Two hours is a
fine guess if you are not sure. You can type an event right into a day and the calendar often
fills in the details for you. But always check the date and time it guessed — it is usually
right, and occasionally a day off. REPEATING DATES 7. Meetings That Happen Every
Month Most groups have a heartbeat: the first Tuesday, the second Sunday, the last
Thursday. You do not have to type these in one at a time for the whole year. When you
create the event, look for a 'Does not repeat’ setting and change it to the pattern you need.
The calendar then lays out the whole year for you in one stroke. Set a repeating event for
your regular meeting — monthly, weekly, or whatever fits. Choose 'the first Tuesday' style
patterns if your group meets on a day-of-the-month rule. You can always change or cancel
a single one of them later without touching the rest. Add a holiday skip by simply deleting
the one that lands on a bad week. WATCH OUT When a single meeting in a repeating
series moves, the calendar will ask whether you mean 'this one' or ‘all of them." Choose
'this event' to move just the one, so you don't shift the whole year by accident. This one
feature is where a shared calendar quietly shines. Set your regular meetings once, and
they simply appear, month after month, with no further work from anyone. SHARING IT 8.
Sharing the Calendar With Your Helpers A calendar only earns its keep once other people
can see it. There are two kinds of sharing, and it helps to keep them clear in your mind. A
few trusted people get the power to add and change events. Everyone else gets to 100Kk,
but not to edit. Keeping that line clear prevents a lot of accidental mix-ups.
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To share with a helper, open the calendar's settings and look for ‘Share with specific
people.' Add their email address, and choose how much they can do — usually ‘Make
changes to events' for an officer, or 'See all event details' for a member who only needs to
look. Give 'make changes' only to the two or three people who actually run the schedule.
Give 'see details' to board members or volunteers who need to look but not edit. Each
person you share with needs their own free account to sign in with. You can change or
remove anyone's access later, in a few clicks. Resist the urge to give everyone the power
to edit. One calendar with twenty editors becomes a mess of accidental changes. A small,
trusted circle of editors keeps it trustworthy. A PUBLIC LINK 9. Letting Everyone Follow
Along For the wider membership — and the public, if your events are open — you do not
need to add each person by email. Instead you can make the calendar public and share a
single link. Anyone who has the link can see the dates, and if they like, add the calendar to
their own phone so it rides along with their personal one. In the calendar's settings there is
usually a section for access permissions. You can turn on 'Make available to public’ so that
it shows only free-and-busy or full event details, and you will find a shareable link or a web
address you can put in an email, a bulletin, or on your website. Turn on public viewing if
your events are open to the community. Copy the public link and share it in your
newsletter, bulletin, or website. Members can tap the link once to add your calendar to their
own phone forever. Keep it to 'see all event details' so people get times and places, not just
'‘busy." GOOD TO KNOW When a member adds your public calendar to their phone, your
events appear right alongside their doctor's appointments and birthdays — and your
changes flow to them automatically. That is the dream: nobody misses a thing.
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PUBLIC OR PRIVATE
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licensed professional. — Bill's Home Tech

10. Deciding What to Make Public Not every group wants its calendar open to the world,
and that is a fair choice. A private club’'s work parties or a board's closed sessions may be
nobody's business but the members'. The good news is you control exactly how open it is,
and you can keep some things in and some things out. Open community events —
festivals, services, public meetings — are fine to make public. Internal matters — a board
executive session, a volunteer's phone number — are not. You can keep sensitive details
out of the event notes and still list the date publicly. If in doubt, keep the calendar
shared-by-invitation and skip the public link entirely. WATCH OUT Anything you put in a
public event's notes can be read by anyone with the link. Never write a member's home
address, phone number, or a door code in a public calendar. Keep those in a private note
instead. A simple rule covers most groups: the date and place of an open event can be
public; anything about a particular person stays private. When you follow that line, a public
calendar is both useful and safe. ON EVERY PHONE 11. Getting It Onto Everyone's
Phone The whole point is that members see the dates without effort, and that means
getting the calendar onto their phones. The path is slightly different for iPhone and Android,
but in both cases it is a one-time setup that takes a couple of minutes, after which your
events simply appear. On Android, your events show up automatically once someone adds
the calendar to their Google account. On an iPhone, people can add a Google calendar in
Settings, or tap your public link to subscribe. Tapping the public link on any phone is the
simplest path for most members. Once added, it lives in their normal calendar app, with
your events in their own color.
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At your next meeting, spend five minutes helping people add the calendar to their phones
right there. Doing it together, once, saves a dozen confused phone calls later. If a member
is not comfortable with the phone step, a printed month or a link in the newsletter still
serves them. The shared calendar underneath makes printing an up-to-date copy easy for
whoever helps them. ONE KEEPER 12. Naming One Person to Keep It Tidy Every good
shared calendar has one quiet hero: a single person responsible for keeping it accurate.
This is not a heavy job — a few minutes here and there — but it matters enormously.
Without one keeper, a calendar drifts: a cancelled event lingers, a moved meeting shows
twice, and slowly people stop trusting it. Name one person — often the secretary — as the
calendar keeper. They add new events, fix mistakes, and remove things that are cancelled.
They do not have to attend everything; they just keep the dates honest. When they step
down, the role and the group account pass to the next person. GOOD TO KNOW The
keeper role is a wonderful job for a detail-minded volunteer who may not be able to do
heavy lifting at events. It is real, valued service that can be done from a comfortable chair.
Give the keeper a simple habit: whenever a date is set in a meeting, it goes on the
calendar before anyone leaves the room. That one rule, kept faithfully, is what makes a
calendar people can trust. ADDING DATES 13. A Simple Habit for New Dates The
calendar is only as good as the habit of keeping it current. The groups that succeed are the
ones that turn adding a date into a reflex, done the instant the date is decided, not days
later when half of it has been forgotten.

1 The instant a date is agreed in a meeting, say it aloud: 'Going on the calendar now.’
2 Add the title, date, time, and place while the details are fresh.
3 If you are not the keeper, send the keeper the details the same day.
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1 Double-check the next few events at the start of each meeting, so errors get caught
early. Put 'Review the calendar' as a standing item near the top of every meeting agenda.
Two minutes of looking together catches most mistakes before they cause trouble. This
is the whole discipline, and it is a gentle one. Add dates as they are decided, glance at
the calendar at each meeting, and it will quietly stay right for years. COLOR AND
ORDER 14. Using Colors and Multiple Calendars As a group grows, one big list can get
busy. A nice trick is to use more than one calendar for different kinds of things — one for
meetings, one for public events, one for work parties — each in its own color. People can
then see at a glance which is which, and even hide the ones that do not concern them.
Give each calendar a distinct color so events are easy to tell apart. Consider separate
calendars for 'Meetings,' 'Events," and 'Deadlines' if you have many. Members can turn
individual calendars on or off on their own phones. Do not overdo it — two or three
calendars is plenty for most groups. GOOD TO KNOW You do not need this on day one.
Start with a single calendar, and split it only if it genuinely gets too crowded to read.
Simpler is almost always better. Colors are a small touch that makes a crowded month
readable at a glance. Use them to help, not to decorate, and your calendar stays clear
even in your busiest season. REMINDERS 15. Gentle Reminders So No One Forgets A
calendar can nudge people before an event, so a meeting is not missed simply because
it slipped a mind. Each event can carry a reminder — a little alert that pops up on the
phone a day, an hour, or a week beforehand. Set it once on your repeating meeting, and
everyone who follows the calendar gets a quiet heads-up. Add a reminder when you
create an event — a day before is a friendly default. For big events, a reminder a week
out gives people time to plan.
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People who subscribe to your calendar can also set their own reminders.

Keep reminders sensible — too many, and people start ignoring them. A single reminder
the day before a meeting is the sweet spot for most groups: close enough to act on, not so
early it is forgotten, and not so naggy that people tune it out. Used gently, reminders turn a
calendar from a place you have to remember to check into one that quietly looks after you.
That is a real kindness for busy volunteers. ON YOUR WEBSITE 16. Showing the
Calendar on Your Website If your group has a website, you can often show the calendar
right on it, so visitors see your upcoming events without leaving the page. The calendar
provides a snippet of web code you can hand to whoever manages your site, and from
then on the website calendar updates itself whenever you add a date. Look in the
calendar's settings for an 'Integrate calendar' or 'Embed' section. Copy the provided code
and give it to whoever manages your website. The embedded calendar updates on its own
— no more editing the website for each event. If embedding is too technical, a simple link
to the public calendar works nearly as well. GOOD TO KNOW An embedded calendar is
one of the best reasons to keep your calendar current: it means your website's events
page is always right, with zero extra work once it is set up. Whether you embed it or simply
link to it, tying your website to the one shared calendar means you maintain your dates in a
single place and they appear everywhere at once. KEEPING ACCESS 17. When Officers
Change, Keep the Keys Volunteer groups turn over. Secretaries rotate, treasurers retire,
and new faces step in. The danger is that the calendar's keys leave with the person who
held them. A little planning now means a smooth handoff later, with nothing lost and no
scramble to rebuild.

1 Keep the group account's password somewhere two or more officers can reach it.
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1 When someone takes over the calendar, give them the account and walk them through it
once.

2 Remove the departing person's personal access if they had their own editing rights.

3 Review who has access once a year, and trim anyone who no longer needs it. Never let
the calendar depend on one person's memory or private account. If that person vanishes,
so does your schedule. The group account and a shared password are your insurance.
Handled this way, your calendar becomes a piece of the group's furniture — passed
down, kept up, and never at the mercy of any single volunteer's comings and goings.
PRIVACY 18. Protecting Members' Private Details A calendar often ends up holding little
bits of personal information — a member's phone number for a ride, a host's home
address for a potluck. Treat these with the same care you would a church directory. The
rule is simple: personal details belong in private events shared only with the few who
need them, never in anything public. Keep home addresses and phone numbers out of
public events entirely. If a work party is at someone's home, share that event privately
with the volunteers only. Use a general location — 'the church hall' — for public listings
when you can. Ask members before putting their details anywhere others can see them.
WATCH OUT A public calendar is readable by anyone with the link, including strangers.
One careless home address can become a privacy problem. When unsure, leave the
personal detail off and let people call the office for it. This is not about fear; it is about
ordinary courtesy. Members trust the group with their details, and a little thought about
what goes public keeps that trust intact.
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19. Still Serving the Folks Without Phones Not everyone in your group carries a
smartphone, and a shared calendar should never leave those members behind. Happily,
the online calendar makes serving them easier, not harder. Because the dates all live in
one accurate place, printing a clean, current month or mailing a list is a two-minute job for
the keeper. Print a month or a list view and post it on the bulletin board or hand it out.
Include the dates in your mailed or emailed newsletter, pulled from the one calendar. Read
the next few dates aloud at meetings for anyone who likes to write them down. Offer to
help any member add the calendar to a phone, if and when they are ready. GOOD TO
KNOW The shared calendar does not replace paper — it makes the paper better, because
the printed copy is always drawn from one accurate, up-to-date source. Everyone is served
from the same dates. The goal is one set of dates, reaching everyone in whatever way
suits them. A phone for some, a printed sheet for others, and nobody left guessing. WHAT
YOU NEED 20. What You'll Need to Begin It is worth saying plainly how little you need,
because the thought of 'setting up software' stops a lot of groups before they start. There is
nothing to buy, nothing to install, and no special skill required. If you can send an email,
you can do this. A free account for the group — a new Gmail address is the usual choice. A
computer or tablet for the first setup; it is easier on a larger screen. Your list of known dates
— meetings, events, deadlines — gathered in one place. About thirty quiet minutes, once,
to get the first version built. That really is the whole shopping list. Everything else in this
guide is about doing it well, not about buying or installing anything. Gather your dates,
make the account, and you are most of the way there.
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Before you sit down, jot your regular meeting pattern and your next few events on a scrap
of paper. Having the dates ready makes the setup go quickly and keeps you from hunting
for them halfway through. ALL-DAY EVENTS 21. All-Day Events, Festivals and Deadlines
Not everything on a group's calendar has a tidy start and end time. A festival runs all day, a
fundraiser spans a weekend, a membership-renewal deadline is simply a date. The
calendar handles all of these with a setting called 'all-day," which puts the item as a banner
across the day rather than a timed block. Mark whole-day things — festivals, holidays,
deadlines — as "all-day' events. For something spanning several days, set a start date and
a later end date. All-day items sit neatly at the top of the day, out of the way of timed
meetings. A deadline is just an all-day event with a clear title, like 'Dues Due — Renewals.'
GOOD TO KNOW All-day events are perfect for the things people forget: the renewal
deadline, the sign-up cutoff, the day the hall must be booked by. A banner across the day
is hard to miss. Using all-day events for your deadlines turns the calendar into a gentle set
of guardrails, quietly reminding the whole group of the dates that matter before they slip
past. THE AGENDA 22. Attaching the Agenda and Notes to a Meeting A meeting event
can carry more than a time and place. You can tuck the agenda, a document, or a few
notes right into the event, so that when a board member taps the meeting on their phone,
everything they need for it is right there. No separate email to dig up, no ‘where did she
send that agenda?' Put the agenda in the event's description, or attach the document to it.
Add a note about what to bring, or who is leading which item. Include a phone number or a
link for anyone joining from a distance. Keep sensitive notes out if the event is shared
widely — see the privacy chapter.
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Attaching the agenda to the meeting event means it is impossible to lose. Everyone who
opens the meeting on their phone finds it in the same place, every time. This small habit
turns the calendar into a quiet filing cabinet for each meeting, keeping the agenda and the
date together where they belong. WHO'S COMING 23. Inviting Guests and Seeing Who'll
Attend For events where it helps to know who is coming — a board dinner, a work party
with limited tools, a trip with a van to fill — you can invite people to the event by email and
let them reply yes, no, or maybe. Their answers gather in one place, so the organizer sees
at a glance how many to expect. Add guests to an event by their email address when you
need a head count. Each guest can respond yes, no, or maybe, right from the invitation.
The organizer sees the running tally without sending a single follow-up email. Use this for
events that need numbers, not for every routine meeting. GOOD TO KNOW Invitations are
a gentle way to replace the dreaded 'reply-all' email chain. People respond to the event,
not to each other, so no one's inbox fills with twenty ‘count me in' replies. Used for the
handful of events that genuinely need numbers, invitations save the organizer a great deal
of counting and chasing, and spare everyone else a flooded inbox. NAMING STYLE 24. A
Naming Style That Stays Readable When a calendar has many events, a little consistency
in how you name them pays off. A simple, agreed style means a member can scan a busy
month and instantly tell a meeting from an event from a deadline, without squinting at the
details. Start with the kind of thing: 'Meeting —," 'Event —," 'Deadline —.' Keep titles short
enough to read on a phone, where space is tight. Put the detail in the notes, not the title —
'‘Board Meeting' beats a full sentence. Be consistent, so the same kind of thing always
looks the same.
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Agree on a naming style with your keeper once, and write it on the cheat sheet. It takes two
minutes and keeps the calendar readable even when your busiest month fills up. None of
this has to be fussy. A loose, friendly convention — just enough to keep things scannable
— is all a small group needs. Readable beats perfect. SHARED BUILDING 25. When Two
Groups Share a Building Many churches and clubs share a hall with other groups — a
scout troop, a quilting circle, an AA meeting. A shared calendar is a wonderful way to keep
the room bookings straight, so two groups never arrive expecting the same space on the
same night. One calendar for 'the hall' can be shared with each group's scheduler. Make
one calendar for the building or the room everyone shares. Give each group's scheduler
the ability to add their own bookings. Everyone sees every booking, so double-bookings
become obvious before they happen. Color-code by group if it helps tell the bookings apart
at a glance. WATCH OUT A shared room calendar only works if every group actually uses
it. Agree up front that a booking is not real until it is on the calendar, and the clashes mostly
disappear. A single room calendar, honestly kept, replaces a stack of sign-up sheets and a
lot of 'l thought we had the hall tonight' misunderstandings between neighborly groups.
UNDOING MISTAKES 26. Fixing and Undoing Mistakes Everyone fears deleting the wrong
thing or changing a date by accident. The good news is that a shared calendar is forgiving.
Most changes are easy to fix, and even a deleted event can usually be brought back for a
while after it is gone. Knowing this takes the fear out of using it. Changed the wrong event?
Just open it and change it back — it updates for everyone. Deleted something by mistake?
Look for a 'trash’ or 'bin" where deleted events wait a while. Moved a repeating meeting too
far? The 'this event only' choice limits the damage.
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When in doubt, the keeper can usually set things right in a minute or two.

Deleted events typically sit in a trash for a month or so before they are gone for good, so
an accidental delete is almost always recoverable if you catch it before then. Because
mistakes are so easy to undo, no one needs to be nervous about using the calendar.
Encourage your editors to dive in — the worst slip is usually a two-click fix. SUBSCRIBE,
DON'T COPY 27. Why Subscribing Beats Copying Dates When a member wants the
group's dates on their own phone, there are two ways to do it, and only one is good. The
wrong way is to copy each date by hand into their personal calendar — because the
moment the group changes a date, their copy is wrong and they never know it. The right
way is to subscribe. Subscribing means their phone shows a live view of the group's
calendar, updating on its own whenever the group makes a change. They do the one-time
setup, and from then on they are always looking at the current dates, never a stale copy.
Copying dates by hand means their calendar goes stale the instant anything changes.
Subscribing shows a live view that updates itself, with no further effort. The public link,
tapped once, is the easy path to subscribing on most phones. Teach members to
subscribe, not to copy, and your changes always reach them. TIP If a member ever shows
up on the old date for a moved meeting, gently check whether they copied the dates
instead of subscribing. Switching them to a subscription fixes it for good. OTHER TOOLS
28. If Your Group Already Uses Other Tools Some groups already have a church
management system, an Outlook setup through Microsoft 365, or members who live on
their iPhone calendars. The good news is that these worlds talk to each other. A calendar
made in one can usually be followed from the others, so you do not have to force everyone
onto the same brand. A Google calendar can be followed on an iPhone, and an Apple
calendar on Android, with a little setup.
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Church or club software often has its own calendar that members can subscribe to.

Microsoft 365 groups can share an Outlook calendar the same way. The trick is to pick one
home for the dates, then let the others subscribe to it. The important thing is not which
brand you choose, but that the dates live in exactly one place. One home calendar, with
everything else subscribing to it, keeps you from the old ‘which list is right?' trouble. If your
group already pays for a tool with a good calendar, use it as the one home. If not, a free
account is a perfectly fine home that any phone can follow. A BACKUP 29. Keeping a
Backup of Your Calendar Once a group's whole year lives in one calendar, it is worth
keeping a simple backup, just as you would with any important records. It takes a few
minutes once or twice a year and means a stray mistake or a lost password can never
erase your schedule for good.

In the calendar's settings, look for an 'Export' option.

Save the exported file somewhere safe — the group's files, or a shared drive.

Do this once or twice a year, and after any big round of changes.

Keep the group account's password recorded safely, so access itself is never lost. TIP A
backup and a safely kept password are the two things that let a group sleep easy.
Neither takes long, and together they mean your calendar can always be recovered. You
will almost certainly never need the backup — but like insurance, its value is in the peace
of mind, and in the one unlucky day it saves you a world of trouble. A YEARLY TIDY 30.
A Once-a-Year Tidy-Up Like any living thing, a calendar benefits from a gentle
once-a-year tidy. Set an easy date — the start of the year, or the start of your season —
and take fifteen minutes to make sure everything is clean, current, and that the right
people still hold the keys.

5 Confirm your repeating meetings are set correctly for the year ahead.

6 Remove any one-off events that are long past and cluttering the view.

A WDN PP
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1 Review who has editing access and trim anyone who has stepped down.

2 Export a fresh backup, and check the group password is where officers can find it. Tying
this tidy-up to a date you already remember — an annual meeting, the new year, the
season's start — means it never gets forgotten and the calendar stays trustworthy for
years. Fifteen minutes a year is the whole upkeep. Do that, keep the daily habit of adding
dates as they are decided, and your shared calendar will serve the group faithfully for a
long time. COMMON MISTAKES 31. The Mistakes That Sink a Shared Calendar Most
shared calendars that fail do so for a handful of avoidable reasons. Knowing them in
advance is the easiest way to keep yours healthy for the long haul. None of these is hard
to fix; each is just a habit to watch. Building it in one person's private account, so it is lost
when they leave. Letting everyone edit, so the calendar fills with accidental changes.
Forgetting to remove cancelled events, so people stop trusting it. Putting private details
in public events, risking a member's privacy. Having no single keeper, so no one feels
responsible and it drifts. TIP Run a simple test: could a brand-new member look at your
calendar today and know exactly where and when to show up next? If yes, you are doing
it right. If not, one of the mistakes above is probably the reason. Avoid these five, and the
rest takes care of itself. A shared calendar is not complicated; it just needs a clear owner,
a tidy habit, and a little care about privacy. COMMON QUESTIONS 32. Answers to
Common Questions A few questions come up again and again when a group sets up its
first shared calendar. Here are short, honest answers to the ones heard most often.
'Does it cost anything?' No — a free account covers everything most groups need. 'Do
members need an account to see it?' No, a public link lets anyone view it. 'Can two
people edit at once?' Yes, and each other's changes appear right away.
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'What if someone changes the wrong thing?' Editors are few and trusted, and most
mistakes are easy to fix. ‘Will it work on my old phone?" If the phone has a calendar app,
almost certainly yes. If a question here makes you nervous about starting, that is normal.
Most groups find the whole thing far simpler in practice than it sounds on paper. The first
calendar takes one afternoon. If a worry is holding you back, it is the kind of thing worth a
short conversation before you begin. There is rarely a question here without a simple,
reassuring answer. GETTING STARTED 33. Getting Yours Started You now know the
whole shape of it: one group account, one clear calendar, a small circle of editors, a public
link for everyone else, and one keeper with a tidy habit. The best time to set it up is soon,
while it is fresh in your mind and before the next scheduling mix-up.

1 First: create the free group account and the single shared calendar.

2 Add your known meetings and events for the coming months.

3 Share editing with one or two officers; make a public link for the rest.

4 At your next meeting, help members add it to their phones in five minutes.

5 Name a keeper and add 'review the calendar' to your standing agenda. GOOD TO
KNOW You do not have to remember all of it. You just have to remember you can call.
Friendly, in-home help, and | come to you — (330) 200-8042. A shared calendar is one of
the simplest changes that makes a group feel more organized overnight. Take the
afternoon, set it up, and watch how many little confusions simply disappear.
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34. You Don't Have to Set It Up Alone If any part of this feels like more than you want to
take on — making the group account, sharing it the right way, getting it onto everyone's
phones at a meeting — that is exactly the kind of thing | help local groups with. There is no
such thing as a silly question, and | am glad to sit down with your officers and get it all
working. | can set up the group account and calendar, show your keeper how to add and
move events, help your members subscribe on their own phones, and even get the
calendar onto your website. Then | leave you with it working and a simple written cheat
sheet, so the group owns it for good. GOOD TO KNOW Friendly, in-home and in-person
tech help for people and groups around Portage County. | come to you. If you are not
happy with a visit, | will make it right. (330) 200-8042. Whether you set it up yourself with
this guide or give me a call, the goal is the same: one calendar your whole group can trust,
so nobody misses the next meeting again. CHEAT SHEET Everyday Cheat Sheet Keep
this page handy. It points you straight to what to do for each task. | want to... Do this Pick a
tool A free Google account calendar works on every phone — the easy choice Make it the
group's Build it in a new account in the group's name, not a person's Add your dates Clear
titles, real times, a place, and repeating meetings set once Share with editors Give 'make
changes' to just two or three trusted officers Share with everyone A public link lets
members view it and add it to their own phone Keep private things private No home
addresses or phone numbers in public events Name a keeper One person keeps it tidy;
add new dates the moment they're decided Plan the handoff Keep the account password
where officers can find it when roles change Get help Call Bill: (330) 200-8042
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Your Visit — and My Promise In-home visit — $99 flat for your first visit. No contracts and
no surprise charges, and a 30-day follow-up is included. Remote Support — $49 for a
screen-share session. | only connect with your permission, you watch the whole time, and
you can end anytime. If | can't fix it over the screen-share, | refund the $49 — and if it turns
out you need me in person, that $49 goes toward your visit. It's included free for Support
Plan members ($39/mo). GOOD TO KNOW My promise — If you're not 100% satisfied
with your visit, I'll come back at no charge, or refund the full $99. No questions, no
awkwardness. That's how I'd want to be treated. Call or text (330) 200-8042 - Book a visit:
billshometech.com/book - bill@billshometech.com This free guide is for general information
only — not professional advice, and no substitute for your device's own manual. Any prices
or outside products mentioned can change; please confirm current details before you buy.
Please use your own good judgment and follow it at your own risk — for anything involving
electricity, gas, water, or heights, stop and call a licensed professional. Bill's Home Tech
and Bill Davis can't be responsible for any damage, data loss, or injury that results. © 2026
Bill's Home Tech, LLC.
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AT A GLANCE

A Picture to Follow Along

One Calendar, Everyone Sees It

The same dates on everyone's phone, iw

Board & officers
\_ J
( )
Volunteers & helpers
\_ J
The shared calendar
( )
Members & families
\_ J
( )
The public website
\_ J

lllustration — a schematic. Set-up screens differ; each takes only a few minutes.
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AT A GLANCE

A Second Look

Setting It Up, One Step at a Time

No rush — each box takes only a few minutes.

Make one calendar Add the events Invite the helpers Let folks follow
In afree Titles, times, Share with A link to
Google account and places a few people view or subscribe

lllustration — a schematic. The order is a suggestion; do one box at a time.

A schematic of the plan — company steps vary; the order does not have to.

BEFORE YOU GO

A Note From Bill

A quick note from Bill. | write these guides to make home tech a little less frustrating, and | do
my best to keep every step accurate and up to date. Still, every home, device, and setup is a
bit different, so | can't promise a guide will match yours exactly or fix your particular problem.
These guides are for general information only — they're not professional, legal, or financial
advice, and they don't replace your device's own manual or the manufacturer's instructions.
Please go slow, use your own good judgment, and use everything here at your own risk. If a
step involves electrical wiring, a gas appliance, a water heater, plumbing, or climbing a ladder
— or if anything just doesn't feel safe — please stop and call a licensed professional (or give
me a call at 330-200-8042). Bill's Home Tech and Bill Davis can't be responsible for any
damage, data loss, or injury that results.
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BILL'S HOME TECH

Home & Small Business Tech Solutions

HOW | CAN HELP

Your Visit — and My Promise

In-home visit — $99 flat for your first visit. No contracts and no surprise charges, and a
30-day follow-up is included.

Remote Support — $49 for a screen-share session. | only connect with your permission, you
watch the whole time, and you can end anytime. If | can't fix it over the screen-share, | refund
the $49 — and if it turns out you need me in person, that $49 goes toward your visit. It's
included free for Support Plan members ($39/mo).

GOOD TO KNOW

My promise — If you're not 100% satisfied with your visit, I'll come back at no charge, or
refund the full $99. No questions, no awkwardness. That's how I'd want to be treated.

Call or text (330) 200-8042 - Book a visit: billshometech.com/book - bill@billshometech.com
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follow it at your own risk — for anything involving electricity, gas, water, or heights, stop and call a licensed professional. Bill's Home
Tech and Bill Davis can't be responsible for any damage, data loss, or injury that results. © 2026 Bill's Home Tech, LLC.
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