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Set up your Google calendar with StaffReady for quick and convenient updates on your StaffReady
schedule

This reference guide provides an overview of setting up Google Calendar to check for scheduled events from StaffReady.

Adding a StaffReady Calendar in Google Calendar

1. Log in to StaffReady with your

account * j StaFFReady £ Jane Smith 'ﬂ'

2. Click the Gear Icon and select
Settings from the menu

= Welcome

& settings

E’ Log Out
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Ready ©2017 StaffReady. All rights reserved.



3. Click the External Calendar side
tab. Check the Enable Feed
checkbox to enable subscription
to your StaffReady calendar from
external applications.

Note: if the External Calendar side
tab is not present, this feature
may not be enabled for your
organization. Check with your
StaffReady administrator or
StaffReady Customer Support for
more information

4. Copy the highlighted link for
your calendar feed

Note: if you manually copy, type or
write down the link, make sure
you have the correct case of
every letter — a single typo will
prevent your calendar
application from being able to
access your calendar data.
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=mm Home v View: I;] Welcome @ Calendar E Reports

External Calendar

Enable Feed []

Enable Feed

Copy the following link and paste it into your iCal compatible Calendar application

e T T
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5. Open your favorite web browser
and log in to your Google New Tab X
Calendar

- C | O https://www.google.com/calendar

Apps  For quick access, place your bookmarks here on the bookmarks bar. Import bookmarks now...

6. Click the Gear Icon and then Go g|e Search Calendar “ TR o ‘

select Settings from the menu
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Googlg ‘ Search Calendar v“ = 0 . |
Calendar Settings

oo [imo] o
« Back to calendar E W

Language: | Englizh (US) v
Country: | United States _ v |

(choose a different country to see other time zones)

| (GMT-07:00) Pacific Time v |Label:
Your current time zone: 2/ || Display all time zones

Show an additional time zone
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8. In the Other Calendars section,
click the Browse interesting

calendars link

(+) StaffReady

GO gle Search Calendar

Calendar Settings

General Calendars Labs

« Back to calendar

My Calendars Calendars | can view and modify

CALENDAR

Eirthdays

Displays birthdays of people in Google Contacts and optionally "Your Circles'
from Google+. Also displays anniversary and other event dates from Google

Contacts, if applicable.

m Tasks

| Create new calendar
Import calendar Export calendars

Other Calendars Calendars | can only view

CALENDAR

M Helidays in United States
Holidays and Observances in United States

« Back to calendar
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EM = ol

SHOWINLIST  yoTiFICATIONS  SHARING

all none
Share
v Edit nofifications  this
calendar

Unsubscribe: You will no longer have access to the calendar. Other people can still use it
normally.

Browse interesting calendars »

SHOW IN LIST
all none NOTIFICATIONS

] Unsubscribe
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9. In the Interesting Calendars
screen, click the Add by URL link

10. In the Add by URL window,
paste your calendar feed link from
step 4, then click Add Calendar

(+) StaffReady

Search Calendar

Google

Interesting Calendars « Back to calendar
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Holidays Sports  Maore More TDDI.S
Add a friend's calendar

Christian Holidays Preview  Subscribe ndd by URL

mport calendar
Jewish Holidays Preview  Subscribe

Create a calendar »
Muslim Holidays Preview  Subscribe Manage calendars »
Orthodox Holidays Preview  Subscribe
Holidays in Afghanistan Preview  Subscribe
Holidays in Albania Preview  Subscribe
Holidays in Algeria Preview  Subscribe
alendars «Back to calenda

Add by URL X
URL: hﬂps -- R R i | B *

If you know the address to a calendar (in iCal format), you can
type in the address here.

B

|| Make the calendar publicly accessible?

| Add Calendar | Cancel |
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