
Relay
Calendar Setup

Google Calendar



1 Create a new calendar resource for your room.

If your room already has a calendar, you can 
skip this step.

If you don’t have access to Google Admin, you 
may instead create a new personal calendar 
and go to Step 3.

a. Sign in to the Google Admin console.

b. Click Apps > Google Apps > Calendar > 
Resources.

c. Click Create a new resource.

d. Enter the resource name, type, and 
description.

e. Click Save Changes.

For more information, see Create resources on 
Google Apps Help.

https://support.google.com/a/answer/182076
https://support.google.com/a/answer/1033925%3Fhl%3Den%26ref_topic%3D1034362


2 Allow calendars to be shared.

This step is required if your organization 
restricts externally sharing calendars.

a. Sign in to the Google Admin console.

b. Click Google Apps > Calendar > Sharing 
Settings.

c. Go to the External Sharing options section.

d. Choose a sharing level that is at least as 
permissive as Share all information, but 
outsiders cannot change calendars.

Relay connects to Google Calendar as a Service Account, 

which is considered an “outsider” when sharing calendars.

https://support.google.com/a/answer/182076


3 Share the calendar with Relay.

a. Go to Google Calendar.

b. Use the calendar list item menu to open 
Share this Calendar.

c. Under Share with specific people, add  
438706786825@developer.gserviceaccount.com

d. Set permissions to See all event details.

e. Click Save.
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https://www.google.com/calendar


4 Get the Calendar ID.

a. In the calendar’s settings, go to the 
Calendar Details tab.

b. Find the Calendar ID next to the XML ICAL 
HTML icons. It looks like an email address.

a

b



5 Set the Endpoint to use the Calendar ID.

a. Sign in to the Relay administrative site at 
https://relay.bluejeans.com.

b. Under Endpoints, click the Endpoint that 
uses this calendar.

c. In the Scheduling section, paste the 
Calendar ID from the previous step.

d. Set the Calendar Type to Google Calendar.

e. Try scheduling a meeting using Google 
Calendar, and it should appear in the Status 
section on the right.

https://relay.bluejeans.com
https://relay.bluejeans.com

