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	Google Calendars 
Market your business without going Nuts!
http://www.acorn-is.com    
Sales: 877-226-7699 / Support:  719-329-0977


Note:  We at Acorn continually try to provide our customers with accurate step by step instructions, but please know that there may be times when what we have written no longer coincides with the topic of choice.   Please always refer back to the actual product page of the topic in discussion to read the up to date information should you experience problems with the instructions provided by Acorn.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
If you do not have a Google Account, start here: 


	
If you don’t have a Google account you may sign up for one by going to the link below.

https://www.google.com/accounts/NewAccount?continue=http%3A%2F%2Fwww.google.com%2F&hl=en
** Note: You only want to have 1 (ONE) Master Google account.  Setting up a second one when you already have one MAY cause issues with Google.  Click here and try all your E-Mail possibilities before you set up a new account to make sure you don’t have one lurking out there you may have forgot about.
https://www.google.com/accounts/ForgotPasswd?fpOnly=1


Google Calendars Handout

Google Calendars are easy to use and update. They can be used for a variety of purposes, including Inn websites. Calendars can be used to list specials and packages, area events and activities, and also for your personal use. Let’s get started! 

To build a calendar to use for specials, start by logging onto your Google account. If you don’t have a Google account yet, go to HERE, to sign up for one. Then, immediately go to http://www.acorn-is.com/education-webinars.html to read the Google Local Business Center handout and get yourself signed up! 
One you have signed in to Google, click My Account, then under My Products, select edit, then add Calendar. 

Click on the Calendar link to add a calendar. 

To Build Your New Calendar: 

1. Under My Calendars, click Create
2. In the Create a New Calendar box, Start by Naming Your Calendar

3. Now describe your calendar. Try something like “Specials offered by Yourcity, Yourstate Bed and Breakfast  Yourinnsname Special Offers”. We need to use all free marketing opportunities available!
4. Add your City and State
5. Pick Your Calendar Time Zone

6. Click Make this Calendar Public. This will allow Acorn to code the calendar into your site. 

7. You can share your calendar with specific individuals. You may want to share it with someone who is authorized to add information. 

8. Click Create Calendar. 

9. Your Calendar will appear to the right of the screen.  On the right, click the drop –down next to your calendar’s name. Choose a color you like that will coordinate with your site’s design. 

10. Click Display only this Calendar.
11. Now, go to the upper right corner and choose how you want your calendar to display. This can be Day, Week, Month, 4 Days, or Agenda. If you want your calendar of specials to look like a list, choose Agenda. 

12. Go to the upper left and click Create Event. 

13. In the box that appears, enter all of your event information.  Make sure you mark the event as public, or no one will be able to see it in your calendar. 

14. Now click Save.

15. You will now see your event listed on your calendar.

16. Click Month. You can see how the event is listed monthly. 

17. Add all of your events. 

18. Acorn can now code the calendar into your web site. 

Google calendars are fully up-dateable and changeable by you. The only cost to you is to have Acorn code it into your site. This is a fun and easy way to add/change/update information on your website easily and inexpensively. 
