
Medina City School District - How to schedule a Google Meeting including a Conf Room.  

http://google.com/calendar

 Step 1:  Open your google Calendar and select the "+" to create a new event (Meeting) 



 Step 2:  The new event dialog will open.  Select the Date/Time for your event, and then select your participants. 



 Step 3: select the "ROOMS" menu item, selecting the proper building and you'll see available conf rooms for your meeting Date/Time slot



 
 Step 4: Add a Title, an optional description and click SAVE to fifinalize your meeting



 
 Step 5: Click SEND to send out the meeting invite to your participants



 Done!  After that, you'll see the meeting on your calendar.  Your participants will get an email with the option to accept or decline your 
meeting invitation. 

 Questions?  Call the helpdesk at x4357 or ask somebody in the Technology Dept. 


