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How to Layer and Share your Google Calendar on Google Sites 

For many schools and departments, you will have a calendar that contains events specific to your school or 
department. In addition, you may want to include events from other school or department calendars. For 
example, schools may want to include events from the Jeffco Public Schools Family Calendar; departments 
may need to include training events from another department’s calendar. 

This document describes how to layer calendar events from another school or department on top of your 
Google Calendar. In addition, the document outlines the best practice for sharing your calendar so others can 
view it as intended. 

Open Google Chrome as your browser 

1.  From the Jeffco Google Apps Resources page, click on the Google Calendar link located under 
Quick Logins to login to Google Calendar. 

2.  For this example, you will first access the District Calendar for the 2012-2013 School Year: 

 Go to the Jeffco Public Schools website 

 From the left navigation, click on Calendars 

 From the Calendars page, click on the Google Calendar link located under the 2012-2013 
District Calendar 

 In the lower right corner of the page click on the Google Calendar icon . 

3.  A message will display in Google Calendar. Click on the Yes, add this calendar button. 

You now have the Jeffco Public Schools 2012-2013 Family Calendar under My calendars on the 
left navigation. 

4.  To overlay your school or department calendar with the District Family Calendar, click on each 
calendar on the left navigation. You will know they are selected when the color block displays. 

Go to Google Sites (using Google Chrome as your browser) 

5.  Go to your school or department webpage where you want to embed your Google Calendars. 

6.  Click on the Edit page icon and place your cursor in the location where you want the calendar to 
display.  

7.  Click on the Insert item on the menu bar and select Calendar. 

8.  Place a check next to the first calendar you want to embed on the page and click on the Select button. 

NOTE: you can only select one calendar at a time. Remember to “Share” your calendar in Google 
Calendar or no one will be able to view the events on this calendar in Google Sites. 

9.  From the Insert Google Calendar dialog box, click on the Display another Calendar link. 

NOTE: this is only when you want to “layer” multiple calendars for viewing purposes. 

10.  Place a check next to the calendar you want to embed on the page and click on the Select button. 

11.  You may continue repeating steps 9 and 10 until all calendars are selected. 

12.  Select your preferences for how the calendar displays and click on the Save icon. 

NOTE: if you are layering multiple calendars, you may NOT want to display the calendar name 
because it will only display the first calendar name selected. Also, if you choose to include a title, be 
sure to name it in such a way that it includes events from multiple calendars. 

13.  Save the page. 

 


