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Al ESSENTIALS - GUIDE NO. 12

LET Al RUN YOUR GALENDAR

Connect your calendar and Claude, ChatGPT, or Gemini stops being a
chatbot and starts running your week — time-blocking your work,
protecting your focus, and handing you a plan every morning before
you sit down.

~8 MIN READ - FOR EVERYONE WHO COMMENTED "CALENDAR" - FIRST SETUP: ~2 MINUTES

Hank Barker // Al Essentials // @hankhelpsai
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THE SHORT VERSION
Most people plan their week by hand, in their head. An Al that can see your calendar can plan it for you.
Connecting takes about 2 minutes — Google Calendar or Outlook into Claude, ChatGPT, or Gemini.

Hand it your to-dos and deadlines and it time-blocks the work into the open slots around your meetings.

The real unlock is a daily auto-brief: every morning it reads your calendar, email, and tasks, re-blocks
your day, and hands you one screen.

THE REFRAME

Your calendar isn't just where you see your meetings. It's the one place that knows exactly how
much time you actually have — and where the gaps are.

Think about how you plan a normal week. You open your calendar, you see the meetings that are already booked,
and then you try to hold everything else in your head: the proposal that's due Thursday, the three follow-ups you
owe, the report you keep pushing. You eyeball the gaps between meetings and hope the important work somehow
lands in them. It usually doesn't. The urgent stuff eats the open time, and the deep work slides to "tomorrow" —
which becomes next week.

Here's the shift. An Al that can only chat can give you advice about your time — generic tips you've heard before.
An Al that can actually see your calendar can act on it. It knows your 10:00 is booked, your afternoon is clear, and
Thursday is packed. So when you say "l have a proposal due Thursday and four smaller things to finish," it doesn't
lecture you about prioritization. It finds the two-hour gap on Wednesday morning, drops the proposal into it,
batches the small stuff into a single block Tuesday afternoon, and leaves your Thursday breathing room. Planning
stops being a chore you do and becomes something that's already done when you look.

That matters differently depending on who you are. A consultant juggling five clients needs the billable deep
work protected before the day fills with calls. A solo founder is wearing every hat — sales, product, finance,
support — and a calendar that plans itself is the closest thing to hiring a chief of staff you can't yet afford. A sales
operator lives and dies by follow-up timing, and an Al that blocks the calls and preps the context turns a chaotic
pipeline into a routine. Same tool, same two-minute setup — the payoff just wears a different hat for each of you.
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BEFORE — YOU PLANITIN YOUR HEAD AFTER — Al TIME-BLOCKS IT

9:00 Team standup

9:00 Team standup

open — nothing planned 9:30 Deep work: proposal

phone away - 2 hrs

12:00 Client call 12:00 Client call

1:30 Admin batch: invoices + email
all the small stuff, one pass

3:00 Team 1:1
open 3:30 Follow-ups + 30-min buffer

Proposal - invoices - follow-ups — floating, unscheduled Every hour has a job. Nothing floating.

open

3:00 Team 1:1

Same meetings, same to-dos. On the left they float; on the right the Al has slotted every one into a real block around your existing
schedule.

This is also where it beats a planning app you have to feed by hand. A calendar tool makes you do the work of
deciding what goes where; you're still the one staring at the gaps. The Al reverses that — you describe the
outcome you want, and it does the fitting. And because it's the same tool you're already using for email, docs, and
research, there's nothing new to learn and nowhere else to log in. The calendar just becomes one more thing it
can see, and planning becomes a sentence instead of an afternoon.

Advice about your time is a chatbot. Acting on your time
is a chief of staff. The only difference is whether it can see
the calendar.

2 min 3 1

to connect your calendar the first of the big Al tools can see your screen every morning instead of
time calendar today five open tabs
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CONNECT YOUR CALENDAR (ABOUT 2 MINUTES)

None of this works until the Al can see your schedule, and that's the part people overthink. It's a two-minute, one-
time setup, and it's the same idea across all three tools: you connect Google Calendar or Outlook, you signiin,
and you approve what it's allowed to see. Nothing gets read or changed until you turn it on, and you can turn it off
just as fast.

CONNECT YOUR CALENDAR — ABOUT 2 MINUTES

1 -© -©

Open Settings — Find Google Calendar Signin + approve
Connectors or Outlook — Connect what it can see

Three steps, the same shape everywhere: open the connector settings, pick your calendar, approve the permissions.

> Claude

Open Claude, go to Settings — Connectors, and browse for Google Calendar or Outlook. Click Connect,
sign in, and approve. Claude can now read your schedule and, with your permission, create and move events.
The reason to start here: Claude pairs the calendar with Gmail and a task tool in the same chat, which is what
makes the morning brief later on actually possible.

> ChatGPT

In ChatGPT, calendar access comes through its connectors. Open Settings, find Connectors, and enable
Google Calendar. Once it's on, ChatGPT can read your schedule and answer questions about your week directly.
Availability moves around by plan and region, so if you don't see it, check that you're on a plan that includes
connectors.

> Gemini

If you live in Google Workspace, Gemini already reaches your Google Calendar — it's built in. Just ask it about
your schedule in plain language ("what's on Thursday?") and it answers from the real calendar. That native tie-in
makes Gemini the path of least resistance for anyone whose whole business already runs on Gmail and Google
Calendar.
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Al TOOL HOW THE CALENDAR CONNECTS GOOD TO KNOW

Claude Settings — Connectors — Google Calendar or Reads and writes events; pairs with Gmail + tasks
Outlook for the morning brief

ChatGPT Enable the Google Calendar connector in Reads your schedule; connector availability varies
Settings by plan

Gemini Built into Google Workspace — already Lowest-friction if you already live in Gmail +
reaches Google Calendar Google Calendar

ABOUT THAT PERMISSION SCREEN
When you approve access, you're deciding what the Al can see and do. Give it read access to your calendar
so it can plan around your real week. Hold back write access — creating and moving events — until you've

watched it work a few times. That screen is your control panel, and you can re-scope or disconnect anytime.

GIVE IT YOUR WEEK AND LET IT TIME-BLOCK

The fastest win: dump everything on your plate into the chat and let the Al slot it into the open
time around your meetings.

You don't need a clever prompt. You need to be honest about what's actually due and roughly how long each thing
takes. Open a chat, tell it the connector is on, and paste your list — deadlines, rough durations, anything that has
to happen this week. The Al reads your calendar, finds the gaps between what's already booked, and lays your
work into them. Here's a prompt that works as-is:

"Look at my calendar for this week. Here's what I need to get done, with rough time
estimates:

— finish the client proposal (2 hrs, due Thursday)

— clear my invoice backlog (45 min)

— write 4 follow-up emails (1 hr)

— prep for Friday's board meeting (90 min)

Time-block all of this into the open slots around my existing meetings. Put the hardest work
in the morning. Show me the plan before you add anything."

Notice the last line — "show me the plan before you add anything." That keeps you in control. The Al comes back
with a proposed schedule in plain text: proposal Wednesday 9:00-11:00, invoices Tuesday after lunch, follow-ups
batched Thursday morning, board prep Thursday afternoon. You read it, you adjust ("move the proposal earlier,
Wednesday afternoons are always chaos"), and only then do you tell it to write the blocks to your calendar.
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For a consultant, the same move protects what pays the bills. Try: "l have 12 billable hours to deliver across three
clients this week — Acme, Bolt, and Crest. Block them as focus time, keep each client's work together so I'm not
switching all day, and don't touch anything already on my calendar." Now the revenue work is booked before the

week fills up with everyone else's priorities.

[
BE SPECIFIC ABOUT DURATIONS

The single thing that makes time-blocking good or useless is honest time estimates. "Write the report" could
be 20 minutes or three hours. Tell it "the report takes about 90 minutes" and the block it creates will actually fit.

Vague in, vague out.

HAVE IT REBUILD THE WEEK

Time-blocking a to-do list is the starter move. The bigger one is handing the Al your whole week and asking it to
design it — not just fill the gaps, but shape the day around how work actually gets done. A well-built week protects

four things, and you can ask for all of them in one prompt.

MATCH THE WORK TO YOUR ENERGY

your focus / energy

e

DEEP WORK MEETINGS ADMIN + SHALLOW
hardest thinking - no meetings + lunch email - errands - small tasks

8 AM 10 12PM 2 4 6 PM

Most people do their sharpest thinking in the morning and fade after lunch. A good schedule puts deep work early and admin late — ask the
Al to build it that way.

1 Protectfocustime

Left alone, your calendar fills with other people's requests until there's no room left to actually do the work those
meetings are about. Tell the Al to reserve focus blocks first — before anything else gets scheduled — and to mark
them busy so they don't get booked over. Two or three protected hours a day is the difference between a
productive week and a week of talking about work.
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2 Batch similar work

Every time you switch between deep work and shallow tasks, you pay a tax — it takes real minutes to get your
head back in. Ask the Al to group like with like: all your calls in one window, all your admin in another, all your
writing in a single stretch. A sales operator can batch every prospecting call into two afternoon blocks and leave

the mornings clear for proposals and prep.

A WEEK IT DESIGNS FORYOU — BATCHED + PROTECTED

[ wox _J me J weo J mu J

Deep work Deep work

Deep work Deep work =g Deep work CERE

Strategy Proposal Proposal

Admin

Team meetings
Invoices

Admin Calls batched Calls batched

Email + invoices Clients Clients
. ! FRELE ' Plan + buffer

No meetings

Deep work anchors every morning, calls get batched into Tuesday and Thursday, admin lands Friday, and focus stays protected. That's a
week designed, not just filled.
3 Respect your energy

You're not equally sharp all day. Most people think best in the morning and run on fumes by mid-afternoon. So tell
the Al the rule: deep, hard-thinking work goes in the AM; email, errands, and low-stakes tasks go in the PM. It'll
stop scheduling your most demanding work for 4:00 on a Friday, when you have nothing left to give it.

4 Leave buffers

A calendar with zero white space is a calendar that breaks the moment one meeting runs long. Ask fora 15-
minute buffer between meetings and a real lunch that isn't a working lunch. Buffers aren't wasted time — they're
what keeps a single overrun from cascading through your whole afternoon.
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"Rebuild my week around how I actually work. The rules:

protect 2 hours of deep-work focus time every morning, marked busy

batch all my calls into Tuesday and Thursday afternoons

keep admin and email to a single 3:00 block each day

leave 15 min between meetings and a real lunch

Work around what's already booked. Show me the new week before you change anything."

For a solo founder, this is the closest thing to structure you'll get without a team. Run it Sunday night — "design
my week so product work is protected in the mornings, sales calls are batched, and Friday afternoon is left open
for planning" — and you walk into Monday with a week that already makes sense instead of one you're
improvising hour by hour.

The other half of the value is what happens when the week changes — because it always does. A client moves a
call, a deadline gets pulled forward, a fire eats your Tuesday. Instead of manually dragging six blocks around, you
just say "the Acme call moved to Thursday at 2 — reshuffle the rest of my week around it and keep my focus
mornings protected." The Al re-flows everything in seconds and shows you the new shape. That's the part a static
planner can never do: a schedule that reorganizes itself the moment reality shifts, without you rebuilding it by
hand.

THE REAL UNLOCK — THE DAILY AUTO-BRIEF

Everything so far you kick off by hand. The payoff is making it run on its own — every morning,
before you sit down.

Here's the move that turns this from a neat trick into something you rely on. Instead of opening a chat each
morning and asking for a plan, you set the Al up to do it automatically. Every weekday it reads your calendar, your
unread email, and your task tool, re-blocks your day around whatever changed overnight, and hands you a single
short brief: what's on today, what needs a reply, what to prep, and where your focus time landed. You open your
laptop and the thinking is already done. There are two ways to build it.
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THE MORNING BOOT-UP — RUNS BEFORE YOU SIT DOWN

% Calendar
N Your day, re-blocked
- Email >
\4 .
One-screen brief
[ Tasks

Set it once as a scheduled task — it repeats every weekday on its own.

Three inputs in, two outputs out: the Al reads your calendar, email, and tasks, then gives you a re-blocked day and a one-screen brief — on
a schedule, without you asking.

A Areusable prompt (or Claude skill)

The simplest version is a saved prompt you paste each morning. Write the instructions once — what to check and
what the brief should look like — and reuse it daily. In Claude you can go a step further and save it as a skill: a
named, reusable instruction you can call anytime, so "run my morning brief" does the whole routine without re-
explaining it. It's still you pressing the button, but the button now does ten steps.

"Every morning I'll say 'morning brief.' When I do:

1. Read my calendar for today and flag any conflicts or gaps

2. Scan my unread email and list what needs a reply, most urgent first

3. Check my task tool for anything due today

4. Block focus time into any open slots

Then give me a one-screen brief: today's shape, top 3 priorities, and what to prep. Keep it

short."

B A scheduled task (the hands-off version)

The real upgrade is not pressing the button at all. All three tools now let you schedule a recurring task — Claude
calls them scheduled tasks, ChatGPT calls them Tasks, and Gemini has scheduled actions in Workspace.
You write the instruction once, tell it to run every weekday at, say, 7:00 AM, and from then on the brief is just
waiting for you when you wake up. It's the same prompt as above — you're only adding a clock. Think of itas a
recurring agent: a small standing order the Al executes on a timer, whether or not you're at your desk.

"Create a scheduled task that runs every weekday at 7:00 AM. Each morning: read today's
calendar, my unread email, and my open tasks. Block any unprotected focus time. Then send me
a one-screen brief — today's schedule, the 3 things that matter most, anything that needs a
reply, and what to prep for tomorrow. Don't change or delete existing events; just add focus

blocks."
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For a sales operator, this is the whole game. The scheduled brief lands at 7:00 with the day's calls already
blocked, the overnight replies flagged, and a one-line context note on each prospect pulled from the last email
thread. You're not rebuilding your day at 8:45 with coffee in one hand — you're walking in already briefed, which is
exactly what a good chief of staff would hand you.

[
WHAT A GOOD BRIEF ACTUALLY CONTAINS
Keep it to one screen: the shape of today (meetings + focus blocks), the top three priorities, anything waiting
on a reply, and one line on what to prep for tomorrow. If the brief is longer than that, tell it to cut — the point is to
start the day clear, not to read a report.

GUARDRAILS SO IT HELPS, NEVER HURTS

Handing an Al the keys to your calendar is only smart if you keep a few rules in place. None of these slow you
down — they just make sure a helpful assistant never becomes a liability. Set them once and the whole system
stays safe.

THE CONTROL PANEL — DECIDE WHATIT CAN TOUCH

Read your calendar
See your meetings and open slots

Create & move events
Let it block time — but review first

ASK FIRST

on @D
@©

Delete events

Leave this off; you delete, not the Al

Read email + tasks on ()

So the morning brief is complete

A sane default: let it read freely, let it create and move events only with your review, and never let it delete. You stay the one with the eraser.
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Review before it writes. Always ask for the plan in plain text first — "show me before you change anything."
Read it, adjust it, then approve. The Al proposes; you commit.

Scope the permissions. Read access to your calendar is safe and low-stakes. Write access — creating and
moving events — is where you go slower. Grant it once you trust the pattern, not on day one.

Never grant delete. There's almost no reason to let the Al remove events. You delete; it only adds and
reschedules. That one rule prevents the scariest failure mode outright.

Keep a human check on double-bookings. Tell it explicitly to work around existing events and never book
over them. Then glance at the day it built before you trust it — thirty seconds of eyes-on beats an Al-scheduled
conflict in front of a client.

THE ONE THING THAT GOES WRONG

The failure people fear is the Al quietly moving or deleting a real meeting. You prevent it two ways: keep delete
access off, and always make it show the plan before it writes. Do both and the worst case is a focus blockin a
slightly wrong spot — a shrug, not a disaster.

START HERE TODAY

Connect your calendar — just the calendar — and run one time-block prompt on this week's to-do list. That's
the two-minute version. Once you've watched it work a few times, add the morning brief. You'll wonder how
you planned a week any other way.

SOURCES & WHERE TO LEARN MORE

2 Anthropic — Introducing the Model Context Protocol
» Claude — About connectors (help center)

» Google Calendar Help Center

2 OpenAl — Connectors & Tasks in ChatGPT

» Gemini for Google Workspace — Help

» Want the full connector playbook? Comment "SYSTEM" for that guide

Built by Hank Barker // Al Essentials // @hankhelpsai. Al calendar features ship fast and vary by plan — last reviewed July 2026.
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https://www.anthropic.com/news/model-context-protocol
https://support.anthropic.com/en/articles/11175166-about-custom-connectors-remote-mcp
https://support.google.com/calendar
https://help.openai.com/en/articles/11487775-connectors-in-chatgpt
https://support.google.com/gemini
https://www.instagram.com/hankhelpsai

