Google Calendar Connector User Guide
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Type of Users:
1. External User (Community Site User)
2. Internal User (Salesforce User)

Note: As this is a setup for Google Calendar only, so the host needs to have a Gmail account.
Participants can have any email address, example: Outlook.

Type of Flows:
1. External to Internal Flow.
2. Internal to External Flow.
3. Internal to Internal Flow.

External to Internal Flow:

Steps to Create a Meeting Request:

Scenario: If the external user is not an existing client of the organisation and wants to
schedule a meeting with an internal user of the organisation.

1. Click on the site or community site URL from the company website.



Create Meeting Request

*Meeting Name * Description
*Role TimeZone
Select a Role v (GMT+05:30) India Standard Time (Asia/Kolkata) ¥

* Duration(in minutes)

Select a Duration v

2. In community site, fill up the meeting details.
a. Enter Meeting name.
b. Enter Description.

Create Meeting Request

* Meeting Name *Description
check check

*Role TimeZone
Select a Role v (GMT+05:30) India Standard Time (Asia/Kolkate) ¥

* Duration(in minutes)

Select a Duration

c. Select the Role (Designation) with whom you want to schedule a meeting.

Create Meeting Request

*Meeting Name * Description
check check
*Role TimeZone
Select a Role - (GMT+05:30) India Standard Time (Asia/Kolkata) ¥
Manager

Marketing Team

d. Time zone, whichever time zone you are in.



ate Meeting Request

*Meeting Name *Description
check check
*Role TimeZone
Manager w. (GMT+05:30) India Standard Time (Asia/Kolkata) ¥

* Duration(in minutes) (GMT+06:00) Omsk Standard Time (Asia/Omsk)

SelectaDuration 2 (GMT=06:00) East Kazakhstan Time (Asia/Qost...
(GMT=06:00) Bhutan Time (Asia/Thimphy)
(GMT+06:00) China Standard Time (Asia/Urum...
(GMT+06:00) Indian Ocean Time (Indian/Chag..
(GMT+05:45) Nepal Time (Asia/Kathmandy)

(GMT+05:30) India Standard Time (Asia/Colom...

V' (GMT+05:30) India Standard Time (Asia/Kolkata)

e. Duration of the Meeting.

ate Meeting Request

*Meeting Name * Description
check check
*Role TimeZone
Manager v (GMT+05:30) India Standard Time (Asia/Kolkata) ¥

* Duration(in minutes)

Select a Duration v|

s =y

f. After selecting the duration, the calendar shows up where you can select
slots whichever is suitable.
g. Can select multiple time slots.

Select the slots

Jul 2023
17 18 19 20 21 22 23
mon tue wed thurs fi sat sun

2023-07-21 09:00

2023-07-21 10:40

2023-07-20 12:05

Save Details



3. Click save details.
4. Enter Company Name, First Name, Last Name and Email Address and click send
request.

Contact Details

*Company Name *First Name

All Stars Dinesh

*Last Name * Email

Darshan [ darshandineshm@gmailmd

Send Request

V/ Meeting Request Created

Meeting details
Meeting Name check
Meeting Description check
Meeting Duration 45
Available Slots 7/21/2023 9:00:00 AM,7/21/2023 10:40:00 AM,7/20/2023 12:05:00 PM

Steps to accept meeting request:

Scenario 1: Accept meeting request by internal user. Request sent by External User:

1. Go to meeting request record page.



i e es2e®®

Google Calendar In... Home Accounts v  Contacts v  MeetingDetails v SetUp  GCC Tool ’

| Meeting Request

Accept Request | Sharing Hierarchy ‘ Edit

Related Details . Activity
1 Meeting Name Owner [ |
check Manager Filters: Within 2 months « All activities « All types
Duration Contact Refresh + Expand All » View All
4 Dinesh Darshan s
i
Available Siots Lead v Upcoming & Overdue
7/21/2023 9:00:00 AM.7/21/2023 10:40:00 AM.7/20/2023 No activities to show.
12:05:00 PM Get started by sending an email, scheduling a task, and more.
Description
check © To change what's shown, try changing your fitters.

Meeting StartDateTime

w All Activities

Created By Last Modified By
#9 CreateMeetingRequest Site Guest User, 7/17/2023, 224 PM  # CreateMeetingRequest Site Guest User. 7/17/2023, 2:24 PM

2. Click the accept request action button.

Accept Request

Select a slot

7/21/2023 9:00:00 AM 7/21/2023 10:40:00 AM 7/20/2023 12:05:00 PM

3. This will pop up a custom component which will ask to select one slot from the
available slots provided by the sender.

4. Select one slot and click accept.

Accept Request

Select a slot

7/21/2023 9:00:00 AM 7/21/2023 10:40:00 AM 7/20/2023 12:05:00 PM

The selected slot is:
7/21/2023 10:40:00 AM X




5. The event will be created, and Google calendar will be blocked of both users (Sender
and Receiver).

Internal to External Flow
Scenario 1: Steps to Create Meeting Requests: Create meeting request to existing client
(Internal to Client flow):

1. Goto GCC Tool tab.

L Q Search ;|; a?2n P ;'::

Google Calendar In... Home Accounts \v  Contacts \»  Meeting Details ~ SetUp  GCCTool pa

Schedule a Meeting

Host

Pankaj Chittora

* Duration(in minutes)

Select a Duratio

Account Name

Search Accounts.

Add Users

* Description

*Meeting Name

v Enter Meeting Name.

Add Contacts
Q Q

2. Enter all details.
a. Description.
b. Duration.
c. Meeting Name.

- Q saeh oa2sPB
i3 Google Calendar In... Home Accounts v Contads v  MeetingDetalls v  SetUp  GCCTool 7

Schedule a Meeting

Host

Pankaj Chittora
* Duration(in minutes} * Meeting Name

a5 v Meeting check

Add Contacts

Q

Select the slots

1202

d. Company Name (Account).



Q search...

Google Calendar In... Home  Accounts v  Contacts

Schedule a Meeting

Meeting Details

@22 e P

GCC Tool s

Set Up

o~ Host

Pankaj Chittora

*Duration(in minutes)

a5 v
Account Name
[ ai Q

Q Show All Results for "All"

a All Stars

* Description P

Meeting check

*Meeting Name

Meeting check

Add Contacts
Q

Select the slots

Jul 2023

e. Add contact(s) of the account.

Q_ search.

Home  Accounts v

Google Calendar In... Contacts v Meeting Details

Schedule a Meeting

SetUp  GCC Tool

il Host

Pankaj Chittora

* Duration(in minutes)

* Description Pl

Mesting check

* Meeting Name

pe v Meeting check
Account Name Add Contacts
@ anstars X [ Q dinesh
- Dinesh Darshan
sssuses (D) a8
Select the slots
Jul 2023

3. Select some suitable slots.

Q_ search..

Home  Accounts v Contacts v

Google Calendar In... Meeting Details

”n

20 P

(x[+)

SetUp  GCCTool

Jul 2023

The selected slots are:

2023-07-19 10:20

2023-07-20 12:05

2023-07-21 09:00

23

-



4. Click create.
5. You will be redirected to the newly created record page.

Accept Meeting Request by external client: If external user is an existing client of the
organisation and the internal user has requested a meeting request.

1. Click on the meeting request link sent by the internal user via email.
2. The URL will redirect to a site or community page.

3. The meeting details would have been auto populated.

4. Select the appropriate slot suitable.

5. Click save.

6. You will receive an email of the meeting details and the google calendar will be
blocked at the chosen time slot.

Scenario 2: Create meeting request to existing clients and users of the organisation
(Group Meeting):

1. Gotothe GCC Tool tab.

-« Q search *[~ 220 P @

3% Google Calendar In... Home Accounts \v  Contacts \»  Meeting Details ~ SetUp  GCCTool s

Schedule a Meeting

Host * Description
Pankaj Chittora
* Duration(in minutes) *Meeting Name
v
Account Name Add Contacts
Q Q
Add Users

2. Enter all details.
a. Description.
b. Duration.
c. Meeting Name.



Schedule a Meeting

Google Calendar In...

Q search \'*lv o

Home  Accounts Contacts v Meeting Details Set Up GCC Tool s

Host

Panksj Chittora

* Duration(in minutes)

* Description

Meeting check

* Meeting Name

45

v Mesting check

Add Contacts
Q

Select the slots

Jul 2023
d. Company Name (Account).
Q Ssearch *Jv - o P
Home Accounts v Contacts v Meeting Details v Set Up GCC Tool s

Schedule a Meeting

Google Calendar In...

Host

Panksj Chittora

*Duration(in minutes)

45

Account Name

* Description

Meeting check

* Meeting Name

v Mesting check

Add Contacts

[

Q' Show All Results for "All"

@ s

Q Q

Select the slots

e. Add contact(s) of the account.

Schedule a Meeting

Google Calendar In... Home Accounts v  Contacts v  MeetingDetails v SetUp  GCC Tool P

- G @22 e P

Host

Pankaj Chittora

*Duration(in minutes)

45

Account Name

B austars

Add Users (

* Description

Meeting check

* Meeting Name

v Meeting check

Add Contacts
x| [ ]

. Dinesh Darshan

Select the slots

Jul 2023



Toggle the Add user button.
g. Search user(s) from the search bar and select.

- - a0 P®

Google Calendar In... Home Accounts v Contacts v  Meeting Details v SetUp  GCCTool ’
TS T T
45 v Meeting check
Account Name Add Contacts
B aistars X Q

Dinesh Darshan X

Add Users

*Add Users
[
. Test Userl
test user2
. . t the slots
Jul 2023
17 18 19 22 23
on tue wed st
AEEEEEE. AR A = 4
3. Select some suitable slots.
Q search. A@e?2cP@® °
Google Calendar In... Home Accounts v  Contacts »  Meeting Details v SetUp  GCC Tool P
Jul 2023
18 19 20 22 23
tue wed thurs sat sun =

15:10 :00 :00 09:00 B,

a' é:}

17:00 1135

The selected slots are:

2023-07-19 10:20

2023-07-20 12:05

2023-07-21 09:00

4. Click Create.
5. You will be redirected to the newly created record page.

«, [ searen l - @22 e QQ‘
Google Calendar In... Home  Accounts v  Contacts v  Meeting Details »  SetUp  GCCTool s
§ WMeeting Request
e [ e, || s tseney | . | =]
Related Details l Activity
| Meeting Nome Owner
Meeting check #8 Panksj Chittora Filters: Within 2 months « All activities  All types
Duration Contact Refresh + Expand All » View All
45
Available Siots Lead v Upcoming & Overdue
7/19/2023 10:20:00 AM.7/20/2023 12:05:00 PM.7/21/2023 Noabvitiestoshow.
9:00:00 AM Get started by sending an email, scheduling 3 task, and more.
Description

Meeting check © To change what's shown, try changing your filters.

Meeting StartDateTime
Show All Activities

Created By Last Modified 8y
¥ Pankaj Chittora. 7/17/2023, 2:12 PM #3 Pankaj Chittora. 7/17/2023, 2:12 PM




Accept meeting request if the internal user has requested the meeting for multiple users
(Group Meeting):
1. The receivers will get an URL via email.

= ' Gmall ﬁ:ﬂarch mail
«

o ® 2 0 & e fE i 3of2124

GCC Management

Hi,
Hope you are doing well

1 am writing to inform you that a meating has been
scheduled for you

These are the free slots given to you.

Enable desktop notifications for Gmail. OK ~ Nothanks X

2. Click on the URL to visit the site or community site.

®

Meeting Details

Meeting Name Organiser PARTICIPANTS
& Meetingcheck @ Pankaj Chittora Clients Users

Name: Dinesh Darshan Name: Test User1
Description EmaillD: darshandinesh009@gmail.com EmaillD: h959767@gmail.com

B Meeting check

Selectaslot

7/19/2023 10:20:00 AM 7/20/2023 12:05:00 PM ‘ ‘ 7/21/2023 9:00:00 AM

3. Choose one slot from the available slots.

®

Meeting Details

Meeting Name Organiser PARTICIPANTS
& Meeting check @ Panksj Chittora Clients Users

Name: Dinesh Darshan Name: Test User1
Oescoption EmaillD: darshandinesh009@gmail.com EmaillD: h959767@gmail.com

B Meeting check

Selectaslot

7/19/2023 10:20:00 AM 7/20/2023 12:05:00 PM ‘ _




4. Click save.
5. The event will be created, and Google calendar will be blocked for all the users
(Sender and Receivers).

Meeting Created Successfully

6. The first one who accepts the request and schedules, it will affect all the
participants. Everyone’s calendar will be blocked. Later if other users try to open
the link, it will show as below-

*®

Meeting details

Event already created.

Meeting Name Description Start Date Time

@ Meeting check B Meetingcheck O 7/21/2023,9:00AM
Organise Duration(in minutes)
@ Pankaj Chittora ® 4
PARTICIPANTS
Clients Users
Name: Dinesh Darshan Name: Test User1
EmaillD: darshandinesh009@gmail.com EmaillD: h959767@gmail.com

Internal to Internal Flow:

Scenario 2: Create meeting request to internal user.
1. Gotothe GCCTool tab.

2. Enter all details.

o

Description.

b. Duration.

c. Meeting Name.

d. Toggle the Add user button.

e. Search user from the search bar and select.



3.
4.

5.

Select some suitable slots.
Click Create.

You will be redirected to the newly created record page.

Accept meeting request for internal user sent by internal user:

ik wnN e

The receivers will get an URL via email.

Click on the URL to visit the site or community site.

Choose one slot from the available slots.

Click save.

The event will be created, and Google calendar will be blocked for all the users
(Sender and Receivers).



