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Google account and calendar — a guide for your salon
How to set up the Google account and calendar that will receive bookings from your website. The whole thing 
takes about 15 minutes and you only do it once.

How this works
When a client books an appointment on your website, it is written straight into your Google Calendar — the same one 
you already look at on your phone. There is no new program to learn and no extra platform to log into.

The website also reads that calendar. Anything written in it counts as busy and is never offered to clients. That 
includes appointments you enter by hand.

You need one Google account that owns the calendar. We recommend a separate account for the salon rather than 
an employee's personal one, so the calendar stays with the salon when the team changes.

Part one — the salon's Google account

1  Create a Google account for the salon
1. Go to accounts.google.com and choose to create a new account.

2. When asked what the account is for, choose the business option.

3. Enter the salon's name as the account name.

4. Pick an email address — ideally the salon name without dots or numbers, e.g. salonname@gmail.com. Write it 
down straight away.

5. Set a password of at least twelve characters that you don't use anywhere else.

6. Add a phone number and a backup email address for account recovery.

Write the email and password down and keep them somewhere safe away from the computer — a safe, a folder, or a 
password manager. If you lose access to this account you lose the calendar and every appointment in it, and Google will 
not restore it without your recovery details.

2  Turn on two-step verification
This is the most important item in the whole guide. This account will hold your clients' names and phone numbers, 
and it deserves protecting.

1. Go to myaccount.google.com and open the security section.

2. Find two-step verification and turn it on.

3. Choose a phone prompt or text message as the second step.

4. Save the backup codes Google offers you and print them out.

Part two — the bookings calendar

3  Create a new calendar
Don't use the account's main calendar. A separate one keeps work appointments away from private commitments 
and lets you share it with staff without opening up everything else.

1. Open calendar.google.com signed in as the salon.

2. In the left column, next to “Other calendars”, click the plus sign and choose to create a new calendar.

3. Name it “Bookings — your salon name”.

4. Set the time zone to your salon’s local time zone.

5. Confirm and create the calendar.



4  Share the calendar with your staff
Skip this step if you work alone. The access levels differ and it's worth knowing which is which:

Access level What it allows Who should have it

See free / busy only Sees that a slot is taken, but not who or why Outside collaborators

See all event details Sees name, phone and service, but cannot change 
anything

Anyone who only needs to look

Make changes to events Can add, move and delete appointments Your staff and us

Make changes and manage 
sharing

All of the above, plus can add and remove other 
people

The owner only

1. Hover over the calendar's name in the left column and open its settings.

2. Find the section about sharing with specific people and click to add someone.

3. Enter the employee's Gmail address and choose “Make changes to events”.

4. Send. They will get an invitation email they need to accept.

5  Share the calendar with us
To set up and test the booking system we need access to this calendar — and nothing beyond it.

1. In the same sharing section, add adjustrategy@gmail.com.

2. Choose “Make changes to events”.

3. Send.

You can revoke this access whenever you like, in two clicks: calendar settings, the sharing section, remove our address. 
Access ends immediately. Once setup is finished we will remind you to do exactly that if you prefer.

6  Send us the calendar ID
The calendar ID is the address the system uses to recognise your calendar. It is not a secret and does not by itself give 
anyone access.

1. Stay in that calendar's settings.

2. Scroll down to the section about integrating the calendar.

3. Find the field labelled Calendar ID.

4. Copy the entire contents of that field and send it to us.

CAREFUL — copy only the calendar ID, not the links below it. The ID is short and ends in @group.calendar.google.com. 
Underneath it sit a public address and an embed code, both starting with https://calendar.google.com/... — those are no 
use to us and the system will not work with them. This is the single most common mistake in this whole process.

7  Install Google Calendar on your phone
So bookings reach you straight away, not only when you next sit at a computer.

1. Install the Google Calendar app from the Play Store or App Store.

2. Sign in with the salon account.

3. In the app settings, turn on notifications for that calendar.

Part three — day-to-day use



What you want What you do

See new bookings Nothing. They appear on their own, with the name, phone number and service in 
the appointment's description.

Close a whole day Create an all-day event on that day (e.g. “Closed”). The entire day disappears from 
the website.

Block part of a day Add an ordinary event at that time. Clients can no longer choose it.

Enter a booking by hand Add an event as you normally would. The website treats it as busy immediately.

Cancel an appointment Delete the event. The slot goes straight back on offer.

Move an appointment Drag the event to the new time. Do call the client — the system will not do it for 
you.

What not to touch

• Don't delete the bookings calendar — online booking stops working the moment you do.

• Don't change the calendar's time zone — every appointment would shift by several hours.

• Don't rename the calendar without telling us first.

• Opening hours are not changed in the calendar but in the system's settings — tell us and we'll change them.

Frequently asked questions

Question Answer

Can you see my personal calendar? No. We only have access to the calendar you created and shared with us.

Can clients see other clients' names? No. The website only shows which slots are free, with no details at all.

What if two clients pick the same slot? It can't happen. The system re-checks the calendar at the moment of 
confirmation and offers the second client the remaining slots.

Can I still take bookings by phone? Of course. Put the appointment in the calendar and the website treats it as 
busy immediately.

What if my opening hours change? Send us the new hours and we'll change them. They are not changed in the 
calendar.

Can I revoke your access? Yes, at any time and without notice, in the calendar's sharing settings.

Does this cost anything? A Google account and calendar are free, with no limits that matter for this 
use.

Security — three rules

1. Never give anyone the password to this account, including us. We don't need it and we will never ask for it. If 
someone does ask, claiming to be us or to be Google, it is an attempt at fraud.

2. Never read out a code that arrives by text message. That code is the last line of defence and only fraudsters ask for 
it.

3. Keep two-step verification switched on. Without it, one guessed password is enough for someone to have all of 
your clients' details.

When you're done
Send us these three things at adjustrategy@gmail.com and we'll take it from there:

• The salon's Gmail address



• The calendar ID (the one ending in @group.calendar.google.com)

• Confirmation that you shared the calendar with us at the “Make changes to events” level

We'll come back within one working day confirming that booking is live. If you get stuck anywhere, stop and call us — 
we'll walk through it together, which is quicker than struggling alone.


