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1. Install and Use the ZOOM Plugin for Chrome. 

In order to use Google Calendar exclusively for scheduling and coordinating your 

classroom activities, there are 2 prerequisites. 

1.Use only google chrome. 

2.Install the Zoom Scheduler plugin for your browser. 

1. Open the Chrome browser. 

2. Sign into your Google Calendar 

3. Click here to install Zoom Scheduler for Chrome . 

4. Click Add to Chrome (top right) and follow prompts to add the extension. 

1  

2  

3  

https://chrome.google.com/webstore/detail/zoom-scheduler/kgjfgplpablkjnlkjmjdecgdpfankdle?hl=en-US
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5. Click the blue video camera icon on the top right of Chrome. 

 

6. Choose Sign In with google and select the google account you are 

administering. 

 

 

7. Zoom will redirect you to a login screen; enter your username and password. 
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To use the plugin, see Zoom’s article How to Use the Zoom Chrome Extension. 

 

 

 

 

 

 

 

 

 

 

 

https://support.zoom.us/hc/en-us/articles/201974323-How-To-Use-the-Zoom-Chrome-Extension
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2. How do I schedule an event in my Google Calendar? 

In order to use Google Calendar, you must use only Google Chrome browser  

1. Open the Chrome browser and login to your Gmail Account. 

 

2. On the right-hand top corner of your screen click on the  

 

1. Google Calendar icon  

2. Click on Open in new tab  

 

      1             2 

 

3. When the Calendar appears in a new tab. Click on the Create button, on the 

upper left-hand side of the screen 

 

 

 

4. Enter in Title, Date, Time, Location. Click Make it a Zoom Meeting 
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5. When you click on Make it a Zoom Meeting, you may be directed to a Zoom login 

page. You must login to Zoom with your registered Zoom email credentials 

 

6. At any time, when you open your Calendar, and click on any Event you have 

created, you can Join Zoom Meeting 

 

 

 

7. Clicking on Join Zoom Meeting will direct you to your Zoom login.  
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3 . I created an event; how do I delete an event in my Google Calendar? 

 

1. Login to your Google Calendar, as documented above 

2. Click on the event you wish to delete, and the event will pop open 

 

3. Click on the trashcan to delete the event 

4. Click on the pencil to edit the event 

5. You can also right click on the event to delete or change the colour 

 

 

 

 

 

 

 

 

 

 



   

   

   

 

8 

 

4. How do I upload and share a file in Google Calendar? 

In order to use Google Calendar, you must use only Google Chrome browser  

1. While within your google calendar open the event you wish to add the 

attachment to. 

2. Click on the More Options button on the bottom left of the screen 

 
 

3. Click on the paper clip icon on the bottom left of the screen 
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4. Click on the upload heading and either drag and drop your file on the window 

or click select from your device. 

 

 

5. When your file appears as below then click the upload button, 
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6. The file will now appear in the body of the description and is now attached to 

your event. 

 

7. Now you need to share your file with everyone. If you do not do this step 

students will not be able to download the document!! 

8. Click on your new attachment, it will open in a new window. 

9. Click on the Three dots and select the Share icon 
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10. Click the link Change to anyone with the link 

 

 

11.  Lastly, click done, Success! You have uploaded and shared your file       
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5. How do I schedule a meeting within Zoom?  

You must use only Google Chrome browser  

 

1. Login to the Gmail account: 

Username: cayugansl.calendar@gmail.com or another calendar you were given 

 

2. Click on My Tasks and click on the Zoom link 

 

 

 

3. When you click on the Zoom link the Zoom page will pop open and you will be 

logged in 

 

IF THE ZOOM LINK DOES NOT AUTOMATICALLY LOGIN TO ZOOM 

Click on Sign In at the top right-hand of screen 

Scroll to end of page and click on Google Sign in 

You will be automatically logged into the calendar zoom 

mailto:cayugansl.calendar@gmail.com
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4. When you are logged into Zoom, click on Schedule a Meeting, at the top right-

hand of screen 

 

 

5. Populate your meeting details and click Save 

6. Click on Meetings at the top left-hand side of the screen. Your meeting will 

display under Upcoming 
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6. How do I delete a meeting within Zoom?  

 

1. Click on My Meeting, which you wish to delete. It will turn blue 

 

 

2. The Meeting will pop open. Scroll to the end of the page and delete the 

Meeting 

  

3. Success! You have deleted your meeting 

 

 

 


