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Tech Recipe: Using Google Workspace to
Schedule and Coordinate Food Pickup
Appointments

Do you need to help your clients schedule food pickups online?

ax

There are many online scheduling tools you can use to let your clients decide when
to pick up food at a time that works best for them. This can help clients avoid long
lines waiting at food banks and pantries while also helping you predict the busiest
times for your organization.

Google Workspace makes it easy to schedule and coordinate food pickup
appointments online. This tech recipe will teach you how to create a new
appointment schedule calendar in Google Calendar so you can manage your food
pickup schedule efficiently.
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Who This Guide Is For

This guide is aimed at anyone wanting to learn how to use Google Workspace to create an
online appointment schedule calendar to coordinate food pickups for clients.


https://www.truist.com/purpose/truist-foundation

e It's perfect for anyone who is new to Google Workspace. Even if you have
intermediate or advanced knowledge of Google Workspace, you'll likely also learn
some useful tips and tricks.

e Are you new to online booking calendars? This guide will show you all the steps
to take to create a new appointment schedule calendar using Google Calendar.

e Are you experienced in manually creating food pickup bookings for your food
security organization? This guide can help show you how to start using a digital
calendar to schedule and coordinate food pickup appointments.

Objectives @

You'll learn how to

Create an individual user account in Google Workspace
Create a new appointment schedule calendar in Google Calendar (for scheduling
food pickups)

e Send an invitation to clients for scheduling a pickup

Need Google Workspace? Google Workspace for Nonprofits is available to TechSoup
members. Visit the program page on TechSoup today to get started.

Step-by-Step Guide

Google Workspace is a collection of cloud computing, productivity and collaboration tools
and apps. One of its many applications is to create an appointment schedule calendar that
can be shared online and used to schedule and coordinate food pickup appointments.

To use Google Workspace, you'll need to have a standard Google for Nonprofits account.

To use Google Calendar to create a new appointment schedule, you'll need a Google for
Nonprofits license.

Before you begin this tech recipe, you'll need to:

e Create an admin account in Google Workspace
e Sign in to your Google Workspace admin portal

Create a New User in Google Workspace

The first step in scheduling and coordinating client food pickup appointments is to create a
new user in Google Workspace for your food security organization (or for your particular food
bank or food pantry location if you have several different ones).

To get started creating a new user in Google Workspace, you'll first need to be logged in to
your admin.google.com admin account.

To create a new user, click Directory.
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An Add new user page appears. Fill out the required user information fields for First name,
Last name, and Primary email.

User List - Admin Console x +

c # admin.google.com;

Add new user

User Information

Last name *

Primary email * gworktest.org

Secondary email Phone number

Manage user's password, organizational unit, and profile photo v

CANCEL ADD NEW USER

Tip: You may want to use a naming convention when you create a new user, particularly if
you have more than one food bank or food pantry location. In this example, we have
provided the first name as Owasso (indicating the food bank's location), and Foodbank as
the last name. We provided the email address for that particular food bank location so that
they will receive any appointment notifications.
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Add new user

User Information

First name *

Owasso Foodbank

Prim
owassofbl gworktest.org
Secondary email Phone number
Manage user's password, organizational unit, and profile photo v

CANCEL ADD N;W USER

Click ADD NEW USER.
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Add new user

User Information
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Owasso Foodbank
owassofbl gworktest.org
Secondary email Phone number
Manage user's password, organizational unit, and profile photo v

CANCEL ADD N;W USER

Your new user has now been created, and you'll see a screen confirming this. You can view
your username and password on this confirmation screen. This is an example of what your
new user screen will look like.
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X New user added

Your new user can start using Google Workspace within 24 hours. In

most cases, it should just take a few minutes

Owasso Foodbank

Username: owassofb@gworktest.org
Password: e eeeeeeesssccee .
COPY PASSWORD  PRINT
Send sign-in instructions
The email will provide a link to set the password and sign-in to Google Workspace P

PREVIEW AND SEND

Q The user will be assigned licenses based on your current subscriptions. View billing

Tip: It can take up to 24 hours before your new user can start using their Google Workspace
account, although in most cases it should just take a few minutes. You may want to copy and
save the username and password details.

Click DONE. Your new user will now be assigned licenses based on your current
subscriptions.

Owasso Foodbank

Username: owassofb@gworktest.org

Password: #eeeeeeeeeeecssce

COPY PASSWORD PRINT

instructions

| provide a link to set the password and sign-in to Google Workspace * % k%

D SEND

*will be assigned licenses based on your current subscriptions. View billing

SER DONE
’

A Copy password pop-up appears, prompting you to share the username and password
information with your new user so that they can sign in. Click DONE.
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Copy password

Share this password with your new user
so that they can sign in

Username: owassofb@gworktest org

Password eeesessesssscscee O

COPY PASSWORD

Now click the new user account that you've created (e.g., Owasso Foodbank) to bring up all
the settings for that account.
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You can view and edit any information related to this new user account. That includes
resetting the password, uploading a profile photo, adding alternate emails, etc.
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Tip: For security purposes, you may want to consider turning on two-step verification.

Create a New Appointment Schedule Calendar in Google Calendar

Once you've created a new user account in Google Workspace for your food bank or food

pantry, you can move on to creating a new appointment schedule calendar in Google
Calendar so that clients can make online appointments for food pickups.

To get started, use your newly created Google Workspace account for your food bank or

food pantry (in this example, we created an account for Owasso Foodbank).
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This account Is managed by gworktest.org. Learn more

®

Owasso Foodbank
owassofb@gworktest.org

Manage your Google Account

Kevin Mulhall Default
kmulhall@gworktest.org
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Click the *** Google apps icon, scroll down, and click Calendar.
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Click Create. Then click Appointment schedule.
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A BOOKABLE APPOINTMENT SCHEDULE page appears.
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BOOKABLE APPOINTMENT SCHEDULE

Add titlel N MOW
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@  Apointment duration

30 minutes ~

@  General availability
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Repeat weekly ~
Sun ® ‘
Mon 9:00am - 500pm Q@ ® 0
Tue 9:00am - s0pm @ ® O ‘
Wed 9:00am - 500pm Q ® 0O
Thu 9:00am 5:00pm Q@ ® 0 |
Fri 9:00am - s00pm @ ® O
Sat Unavailable @

. Scheduling window

60 days in advance to 4 hours before

@ Adjusted availability

Indicata timas vou'ra availahla far enacific datae .

To name your bookable appointment schedule, click the Add title field and type the
name of your schedule (e.g., Food Bank Weekend Pickup).

Feedback X

Today < > September 2022 # Google 6
BOOKABLE APPOINTIMENT SCHEDULE
A

Add titlel N —
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AppUintmentduration

30 minutes ~

@  General availability
C

Repeat weekly ~

Sun ®

Mon 9:00am - 500pm Q ® 0O

Tue 9:00am - 500pm Q ® 0

Wed 9:00am - 500pm Q@ ® 0

Thu 9:00am 5:00pm Q@ ® 0 [
Fri 9:00am - 500pm Q@ ® 0

Sat Unavailable ®

L Scheduling window
& v
60 days in advance to 4 hours before

B i
To set how long each appointment should last at your food bank or food pantry, under
Duration, click the default 30 minutes to change the duration. You can select from a range
of preset durations, or you can customize the duration.

Tip: Based on feedback from food banks, it's recommended that you set around 15 to 30
minutes for each food pickup appointment, along with a buffer time before, after, or both.
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Repeat weekly ~
Sun Unavailable ® 1AM
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To set general availability for your food bank or food pantry (the times when your food
bank or pantry is open and when clients can schedule food pickup appointments), edit the
open days and times under General availability. You can customize this to your particular
food bank or food pantry's open hours.
To set certain days as unavailable for food pickups, click the @ Unavailable all day
icon next to the corresponding day of the week.
General availability
@ Set when you're regularly available for appointments. Calendar A O 'E

will prevent any conflicts on the same calendar. Learn more
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Tip: By editing the Scheduling window options, you can limit the time range that
appointments can be booked. That includes how far in advance bookings can be scheduled
(for example, 60 days) and the minimum time (in hours) before the appointment starts that
bookings can be made (such as 4 hours). You can edit and customize these default setting



options, depending on your organization's needs, capacity, supply chain considerations, and

SO on.

Sat 9:00am - 5:00pm @ ® O

»  Scheduling window

Limit the time range that appointments can be booked
@ Available now

Start and end dates

Limit the date range for all appointments

Maximum time in advance that an appointment can be
booked (o

60 days

L3 PM
Minimum time before the appointment start that it can be
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Tip: You can also edit the Adjusted availability settings and change the times your food
bank or food pantry is available on specific dates. This may be useful for specific dates like

holidays when you may want to limit your normal opening hours.
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You can edit the Booked appointment settings to add a buffer time and to change how

many booked appointments can be scheduled in a day.



To add a buffer time between appointments, click the box below Buffer time to add a
buffer time, which you can adjust and set to hours or minutes as needed. In this example, we
added a 30-minute buffer time.

Change a date’s availability

Booked appointment settings

Mangg#the DooR®zgppointments that will appear on your A
caféndar

Buffer time

Add time between appointm@int slots

30 mim&gs ]

WMaximum bookings per diy

Limvghow many bookg® appointments to accept in a single
day
M
6 PM
&, Color @ ~
' 7 PM
I I

Tip: Adding a buffer time is considered best practice for food pickups since there can be
delays caused by clients arriving late or food being incorrectly packaged and so on. A 15- to
30-minute buffer time is recommended.

Once you're finished customzing the appointment schedule, click Next.
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A new BOOKABLE APPOINTMENT SCHEDULE pop-up window appears, where you can
edit and customize more settings. This includes the booking page photo and name, location
and conferencing, and description.

BOOKABLE APPOINTMENT SCHEDULE

SUN MON

Food Bank Weekend Pick Up
s @

Booking page photo and name
See how your tdn@lty is displayed on the booking page

® Location and conferencing 3 AM

Would you like to meet in person, via phone, or video conference?
Choose a location... ~

Description
Add a note that explains your service. This will appear on your
booking page and in confirmation emails 11 AM

B I U = = GO S
12PM !
Add description

To edit the location and conferencing settings, click Choose a location and then click
In-person meeting because your clients will be collecting their food in person from a
physical location.

Booking page photo and name

a= v
See how your identity is displayed on the booking page
® Locatien-and conferencing 8 AM
Would you like tOymeet in person, via phone, or video conference?
AM
Choose a location .. ~
AM
— ) GoogiCvieetyideo conferencing
AMMeet link will beNgenerated after booking
AM
@ In-person mee%g
Specify a meeting®odation
PM
. Rhone call
Theparson maing the appointment will provide the
phone number "M
None / to be specified later
I will update the event manually after booking as 2PM
necessary
L r———

To add a location of where your appointment will take place (which you will be required to
do), click Add location and type a physical address.



Booking page photo and name

See how your identity is displayed on the booking page

® Location and conferencing

WoulgdssBU TIKeNygneet in person, via phone, or video conference?

In-person meeting ~

|Add location (reqdirgd)

Please fill out this field.
Descrintion

Add a note that explains your service. This will appear on your

booking page and in confirmation emails

B I U TR S

2PM
~—
To add a description that explains your service in more detail, which will appear on your

booking page and in confirmation emails, click Add description and start typing.

123 Sesame Street Owasso Ok

— Description
. Add a note that explains your service. This will appear on your

booking page and in confirmation emails

B I U == a Y
o

—  Booking form s
= v v

First name - Last name - Email address
= Booking confirmations and reminders o 5PM

Calendar invitation - Email reminder

To customize the booking form, click Booking form.

Tip: It's advisable to make it mandatory for clients to add a contact phone number when they
schedule an appointment so it's easier to contact them in case an appointment needs to be
confirmed, rescheduled, or canceled. To make a contact phone number required, click
Add an item.



12PM
.—  Booking form N
e Customize the form people use to book an appointment ~
First name* Last name*
2PM
Email address* ®*e
* 3PM
*Required
4PM
4| Add an item
5PM
[ retui al verification
6PM
Booking confirmations and reminders
8 v
Calendar invitation - Email reminder
7PM ;
[ m— l

Then check Required, where Phone number is selected. Then click Add item.

Add an item

Phone number ~

Required

Cancel

To edit booking confirmations and reminders settings, click Booking confirmations
and reminders and edit as needed. Then click Save.

Tip: It's advisable to set email reminders so that your clients don't forget their appointments.
Email reminders can also help to prompt clients to cancel in advance if they can no longer
make the scheduled pickup time they had booked. You may want to set an email reminder
the day before the appointment as well as another for an hour before the appointment.
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First name - Last name - Email address - Phone number

I
<

[  Booking confirmations and reminders A
Calendar invitation

Youmm garson who made the appointment will get a

confirmation emaMyith a calendar invitation

Email reminder

The person who made the a@pointment will get a reminder
email before the appointmer

1 day before ~ X

1 hour before ~ X

Add reminder

k 7 PM
&
Back Save

Now that you've finished editing and creating your appointment schedule calendar in Google
Calendar, you can view how that booking page will appear to your clients.

To view the booking page, click Open booking page when you're looking at the bookable
appointment schedule in your Google Calendar.

@ Contoso - Calendar - Week of X  +

< C @& calendar.google.com,
= [Z calendar Today < > September 2022 QA @ 3 Week - i Google (
}- Create ~ A o ) ) »
18 (19) 20 21 22 23 24
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/7 @ X

" o n " BPOKABLE APPOINTMENNGCHEDULE

® /Food Bank Week&pd Pick Up

30 min appointments
Meet with, [Z Open booking page
See all your appointment gfhedules

e @  123agsame Street Qurisso Ok
ime Insights A

n

SEP 18 - 24, 2022 Saturday and Sunday pick up

in meetings (avg: O hr)

~— —  Booking form
A7 More insights Fustname Lastname Email address Phone numbe
Owasso Foodbank
My calendars ~ oM o) i .*
Owasso Foodbank IS T —
SPm —

Your booking page may appear something like this example. It will show your account name,
your logo, the name of your calendar, the duration of appointments, the available time slots
for appointments, and your location address.



B Food Bank Weekend Pick Up X +

C @& calendar.google.com

Q Owasso Foodbank

Select an appointment time

September 2022 < >
M Foos
W 2 W @ o+ 2 23
4 5 & 7 8 s
T T
e ° 0 ¥ @ B on
3 % ¥ ow » o
2 3 4 5 & 7 8

Food Bank Weekend Pick Up

@ 30 min appointments
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Saturday and Sunday pick up
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Clients can then click on a booking time slot to schedule an appointment, whereupon they'll
be prompted to supply information to make a booking (such as their name, contact email,

and contact phone number). Here's an example of a booking form that a prospective client
may fill out to schedule a food pickup.

Food Bank Weekend Pick Up
Saturday, September 24 - 8:00 - 8:30am
(GMT-05:00) Central Time - Chicago

3 Sesame Street Owasso Ok
Your contact info
L3

First name

Kevin

Last name

Mulhall

Email address

kmulhall@gworktest.org

Phone number

e

Once a client confirms their booking by clicking Book, a Booking confirmed pop-up
appears that displays the time, date, and location of the scheduled food pickup appointment.



Vv

Booking confirmed
Email sent 1«

kmulhall@gworktest.org

Food Bank Weekend Pick Up
Saturday - 8:00 - 8:30am
(GMT-05:00) Central Time - Chicago

123 Sesame Street Owasso Ok
L3

Need to change?
Cancel your appointment

Send Your Calendar to Clients so They Can Schedule a Food Pickup
Appointment

To send your clients the URL link to the calendar booking page you created (so that
they can schedule a food pickup appointment), open your calendar booking page.

B Owassa Foodbank Pickup x +

cC 0 calendar.google.com 3 O @ incognito

3 Mail - Kevin Mulha n ¥ Cus o) Customer Succes. vartner Center Y «7 Coffee with Kevin » | B3 Other Bookmar

Custon
a Kevin Mulhall Owassa Foodbank Pickup
@ 60 min appointments This is food pickup registration page for the Owassa location

o

324 North St Owassa OK

74322
L3
Select an appointment time (GMT-04:00) Eastern Time - New York
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23 24 25 26 27 28
MOT W T F s
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4 5 6 7 8 9 W
11:00am 11:00am
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L ° ) 12:00pm 12:00pm
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— == 3:00pm 3:00pm -— — -
..

Next, highlight the URL link and copy that link.



Look Up “calendar.google.com/calendar/u/O/appointments/sch
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n Mulhall Owassa Foodbank Pickup

Cut
0 324 North St Owassa OK Paste
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Always Show Full URLs
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Services
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Compose an email to a client (or to a mailing list of clients). In the body of the email, write
some text referring to your booking calendar, which you can use as link text for your booking
page hyperlink (e.g., Owasso Foodbank Calendar).

1 Inbox - owassofb@gworktest . X [l Owassa Foodbank Pickup X o+
(efi Ko} # mail.google.com « 0O o Incognito
%) Customer Succes.. 4 Mail - Kevin Mulha Interworks Cloud... ¥% Customer 360 (up.. 83 Customer Succes. § Partner Center W TechSoup - Agent &7 Coffee with Kevin » | [ Other Bookmark]
= M Gmail Q  Search in mail = ® Active ~ ® @ B Google e
o~ c : You can customize which apps
o/ Compose are shown in Gmail here
Mail
OK
] O Inbox Get started with Gmail
Chat .
W Stared @  Customizeyour N PR cotssionetrs 4  Enabledeskiop
2t a signatu
= @® Snoozed nbox ’ Antifinatinne
New Message -2 X
Spaces B Sent
o D orafts e kmulhall@techsoup
Meet VT
Hi
Labels r

To schedule a time for food pickup at the Owasso location please click on the link below:
|

Owasso Foodbank Calendar

Thanks,

The Team at Owasso Foodbank

0GB of 4,09 GBused (5

Highlight the link text in your email and insert the hyperlink URL.



Customize your ‘ Enable desktop
ES} inbox f Set a signature ‘ natifiaatinne

Food bank Calendar Link -2 X
kmulhall@techsoup.org (techsoup.org)
Food bank Calendar Link

Hi,

schedule a time for foodpickup at the Owasso location please click on the link below:

godbank

1of 4,096 GBused [

To insert a hyperlink, press Command/Ctrl+K.

@ Customize your 7 Set a signature ‘ Enable desktop

inbox nntifinatinne
Food bank Calendar Link =g 24

kmulhall@techsoup.org (techsoup.org)
Food bank Calendar Link
Hi,
To schedule a time for food pickup at the Owasso location please click on the link below:
Foodbank Calendar
nks,

The4 Team at Owasso Foodbank

To hyperlink, press Ctrl + K (Windows) or Command + K (Mac)

Bof 4,096 GBused (£

Next, paste the hyperlink you had copied into the web address field.



Edit Link

Text to display: | Owasso Foodbank Calendar

Link to: To whh@ should this link go?

® Web address

Emoji & Symbols
O Email address

Undo

Not sure what t¢ Redo the web that you want
to link to. (A sean the web address from
b the box above.

Then click OK.

Edit Link

Text to display: | Owasso Foodbank Calendar

Link to: To what URL should this link go?
© Web address [FTWahJ5imdOjNGAEDNXLLAYP2NDIVape5AnSNTaiBaNxog 7gv=trud]

O Email address Test this link

Not sure what to put in the box? First, find the page on the web that you want
to link to. (A gearch enging might be useful.) Then, copy the web address from
the box in your browser's address bar, and paste it into the box above.

Now you can send your email to your clients and they will be able to click on the hyperlink to
the online booking calendar and schedule their food pickup appointments online.
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natifiaatinne
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inbox Set a signature

Food bank Calendar Link -2 X
kmulhall@techsoup.org (techsoup.org)

Food bank Calendar Link

Hi,

To schedule a time for food pickup at the Owasso location please click on the link below:

Owasso Foodbank Calendar

Thanks,

The Team at Owasso Foodbank |

of 4,096 GBused (£
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Additional Resources

Training + Services @

e These TechSoup Courses are available at no cost to TechSoup Quad members.
Learn more about Quad.
o Organizing Your Remote Working Team
o Project Management Basics
e Need Google Workspace? A variety of Google products, such as Google
Workspace for Nonprofits, are available to TechSoup members. Visit the program

page on TechSoup today to get started.

Content + Community &)

e Brand-new to Google Workspace? We recommend you check out the Google
Workspace Learning Center


http://page.techsoup.org/introducing-quad
https://techsoup.course.tc/catalog/organizing-remote-working-team
https://techsoup.course.tc/catalog/project-management-basics
https://www.techsoup.org/google-for-nonprofits
https://www.techsoup.org/google-for-nonprofits
https://support.google.com/a/users/answer/9389764
https://support.google.com/a/users/answer/9389764

