
Booking Rooms in Google Calendar on your Computer 
 

1. Navigate to the Psych Center’s Google Calendar: 
a. rooms.thepsychologicalcenter.org 
b. link in administrative section of thepsychologicalcenter.org 
c. go directly to Google Calendar and switch accounts 

 
2. If necessary, log in with your Psych Center credentials 

 
3. On the Google Calendar page, make sure your Psych Center account is active by clicking 

on the icon in the top right corner of the window and switching if necessary: 

 
 

4. Create a new appointment for your session in your psych center calendar (it is the one 
that bears your name). The interface is not secure, so do not include any protected 
health information. You can create a repeating appointment to make a regular booking, 
and you can set notifications that will appear on your phone and in your web browser to 
remind yourself of this booking, just as you would with your personal calendar. 
 

5. To book a room, click on “ROOMS” above the rightmost column (you don’t use the 
location field): 



 
 

6. Choose the room you want. Rooms are organized by category (adult, child, group, and 
classroom). Only rooms that are available at the time of your session will appear in the 
list—if it’s there, you can have it, and if it’s not, someone else has already booked it. If 
you are creating a repeating appointment, you can choose whether to look for a room 
just for this week or for all future dates (future dates is the default): 

 
 

7. Save your booking. It appears in the calendar with the room listed. 



 
8. If your session is canceled, you can delete the calendar appointment and the room will 

automatically be released for someone else to sign out. Alternatively, if you want to 
keep your appointment on the calendar (perhaps to track missed sessions, etc.), you can 
edit the appointment and “remove” the room in the rightmost column (be sure to save 
the appointment after doing this): 

 
 

Rescheduling a session 
You can drag and drop your appointment to another time, but keep in mind that if the 
room associated with the appointment has already been booked at the new time, you 
will need to book a new room. You’ll know this because the location will disappear from 
the appointment in the calendar view, and the old booking will appear in the detail view 
with a strikethrough. In the editing view, the room has a red “x” next to it: 



 
Make sure to edit the appointment and choose a new room. 
 
Viewing room calendars 
Sometimes you may want to see who has booked a particular room at a particular time. 
All therapists have viewing access to individual room calendars. To add these to your 
calendar view, click the “add other calendars” button to the right of “add a coworker’s 
calendar” in the main calendar view: 

 
 

In the drop-down menu, choose “Browse resources.” 
On the following page, expand each category and check off any rooms for which you 
want to be able to view the schedule. These will appear in your “Other calendars” 
section in the main calendar view. 
 
Sharing a room with another therapist 
In some cases, more than one therapist may be involved with a room booking (groups, 
collateral family sessions, etc.). In such a case, you can also add your co-therapist as  



“guest,” and if you give permission to the co-therapist to modify events, they will also 
be able to modify the room booking: 

 


