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How to Make Your Gmail Calendar Private (Or Let Others See Your Calendar) 

By default, calendar settings associated with your MS Exchange account were copied over to Gmail’s 

calendars.   Many users may never have realized that their default settings made their calendars 

viewable to other college users. 

It’s easy to set permissions on your calendar so that only yourself and those who you designate may 

view your calendar items. 

 

Step One: Log Into Your Gmail Calendar. 

 

Step Two: Click on Calendar Settings, located top-right of your Calendar screen: 

 

 

Step Three:  Click on Calendars Tab 
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Step Four: Click on Shared: Edit Settings 

 

 

Step Five:  Decide Who Will See Your Calendar 

 

 

Uncheck Share this calendar with others if you want no one to see your calendar: 
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If you want to select a group of people who can see your calendar, enter their names in the Share with 

specific people field.  You can add as many people as you’d like in this field. 

 

For each person that you want to view your calendar, you also can decide the level of access that you 

want them to have.    At any time, you can delete an individual who has access to your calendar by 

clicking on the Trash can adjacent to their name. 

 

 

Step Six: When done, click the Save button. 

 


