M365 Bookings app

Creating a personal booking page
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What is the M365 Bookings app?

An online booking calendar which integrates with
Outlook (& Teams)

Saves you time when arranging appointments

Flexibility for people to book a time that works best for
them

Email (& SMS text) notifications can reduce no-shows
All round better ‘customer satisfaction’
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Introducing bookable time

Set your bookable time and let others know
when you're available.

Share a link of your booking page that can be
used by people both inside and outside your
organisation to schedule time with you based on

mutual availability.

Your calendar remains private

Choose who can see your bookable time -
anyone who has access to your booking page or
only the people that you share a link with. In any
case, the events on your calendar remain private
to you.
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Put boundaries around your time

Be in control of your time by creating bookable
time for different purposes and deciding when
you're available to meet.




Personal booking page ®

Two options

Create your own

personal booking @
page to share with

others & reduce to and
from emailing

Create a Shared | c—

\)‘ - 6

booking page with n g9 &

Try Bookings for your team

Services and booking S
across multiple staff
(Viq Cdlendqr Go to book.ms

integrations)

Kate White
Booking page

Shared booking pages ®

[t Microsoft Bookings




Two components

Booking web page: share a direct link, via Facebook or
embed in a web page and people can book appointments
for a specific service and [ or with a specific person

Bookings admin app: customise the Bookings page to for
your needs - define appointment types & details, manage
staff schedules & availability, set business hours, and
customise how appointments are booked including adding
extra questions to the standard booking form



Create from Outlook for web

1. Click on the down

arrow by New event = e
|
7. Select the Bookable | =

e

. .  Mail
time option 0o
o 2 Meeting with all
@ Bookable time
@

1 Desk




Or create from the -
Bookings app

Click on the ‘waffle’ e o B e
or grid of 9 squares P rowerroint I oneNote
in the top left of your @ sharcroint G Teams
browser B roverAuto..  [JF Partner
B ciendar o o0
Choose the Bookings 3 roms P renner
app B witevoara WP stream
[ L sooking ] -
Explore all your Apps K soy iR oo

(if it's not showing) PO




Add info and choose options

<
. Add a title and description New meeting type

e.g. Book time to connect T Adda it
With me < © Category v

0. Select Teams meeting (as = =
GppropriOte) ©  Location @ i 7eams meeting

3. Select appointment CHETTI
duration ﬁ[

These will appear on your booking page Only people with a booking link can view this

4. Choose whether you want
tO Share PUinCIY Or PriVCItely Schedule customisation (0

Use my regular meeting hours (3 See regular meeting hours

5. Schedule customisation:
change your availability




Change availability

Schedule customisation ()

Use customised availability hours ] (@ See regular meeting hours
nly during the following date range

None

v Set your working hours
and days wrbosate 4

v Tick the ‘Only during the [

Tuesday Not bookable +

following date range’ to weiresiy [0 |[7m0 <]

+

choose a period for your iy [0 [ <]+
CIVCI”CIbi"ty Friday 1000 ;t\bw v % :

Saturday

Advanced options




Accessing your

BOOking pCIge Viq @ = Home View

Help
Outlook in the web |= &E y
L v November 2026 T
M T W T F S §
. 26 27 28 29 30 31 1
2 3 4 5 6 7 8
e 9 10 11 12 13 14 15
al @ 17 18 19 20 21 22
23 24 25 26 27 28 29
6!5 30 1 2 3 4 5 6
v Click on Go to my v .
b kin aqge 6 Add calendar
OO g p g B Goto my booking p... @




Edit banner image

+ Create meeting type

[ Edit banner image

® Tum off your bookings p...

v Go the Bookings app

v You can Edit banner
image

v Note you can also Turn off
your bookings page here
(this takes all Bookings
offline)




Managing your Bookings times

v Click on an

Personal booking page (U

i n d iVi d u O I ti m i n g Easily share your availability with your own booking page.
to edlt If you have 7 30 minutes meeting & -~ % HRG Case study... ® -

L[]
S et u p m u It I p I e Book time to connect with me. Book time for your interview with me.
i n Sta n C e S / Private 30 min Private 1hr




Advanced options

Schedule customisation

5] Use my regular meeting hours ™ (3 See regular meeting hours
Schedule customisation (0

B Hide advanced options
= Use my regular meeting hours ™ 2 See regular meeting hours

Buffer time before

i meeting 15 mins w
Bl Advanced options

Buffer time after 15 mins -

meeting

S A R ity

Limit start time to 30-min intervals
Cé  Minimum lead time 2 days y
Maximum lead time 90 days V

Email reminders
g Send reminder emails to the person booking time with you before the appointment.

® Add an email reminder

Click on Advanced 5 e =
options for additional T —
settings

Email follow-up

& Send automatic follow-up emails to collect feedback from person who booked time with you or remind them to book their
next appointment.

(¥ Add & follow-up email




Give yourself some space!

( Buffer time before _ . 3
meeting 0 mins =
Buffer time after 15 mins v

\_ meeting Y,

Limit start time to

[30-min intervals V]

Minimum lead time

1 hr v

J

Maximum lead time

90 days A

Test for CDN « 30 mins

Buffer « 15 mins

v Add Buffer times between
appointments

v Adjust lead time (you're more
likely to want this to be 12 or
24 hours than 1 hour!)




Sharing your bookable time

v'Click on your
bookable time

v Share button

v Copy the booking
Iink O r E m Oil. https://bookings.cloud.microsoft/bookwithme/use... (O

@ Make link valid for only one booking

Share meeting type

i 30 minutes meeting

You can do this for
public and private
bookable times. QO




Share your personal Page

If you are sharing a link to your e eigone

Personal booking page, your " I

bookable time must be Public.

Private timing availability will not T
show (share from the bookable R .
tlme). ° 2 .
You can also add your Page to i .

your email signature.

—



Booking view for ‘clients’

v People choose to
either Sign in if

they hqve d M365 ' Sorrel Parsons

account W oooingrce

(optional)

\/Or to Continue as Sign in or continue as guest
guest (might be
gOOd tO direCt Sign in with a Microsoft 365 work or school account

them to this
option)




Booking an appointment
(client view)

v'People choose the meeting
they want to book (this is N
where the description is R —
important to explain what
each booking type is where

44444

you have more than one) R

v And then the slot that's most
convenient for them




The person booking may need to
authenticate their email

Book Digital / website * Book Digital / website * Book Digital / website *

data advice / data advice .
éed 2026-11-18 1:15 PM - 2:00 PM Wed 2026-11-18 1:15 PM - 2:00 PM / data adVIce

(UTC+00:00) Dublin, Edinburgh, Lisbon, London (UTC+00:00) Dublin, Edinburgh, Lisbon, London Wed 2026-11-18 1:15 PM - 2:00 PM
(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Verify your email:

Name * ) N
impactaloud @superhighways.org.uk

‘ Type your name here

Please enter the verification code that has been Booked!
Email *

rema
‘ Type your email here
Notes

Anything more you'd like to share?

Please check your email
(impactaloud@superhighways.org.uk) for a
meeting invitation from me.

Your ‘bookee’ may need to verify their email address using a code before the
appointment is accepted.




Bookee success browser page

On completion of the
booking the browser
or completion screen
will take them
straight to their
details on your
booking page where
they can reschedule
or cancel the
meeting.

Sorrel Parsons
Booking Page

Meeting details

You can manage this meeting from your calendar or the email confirmation sent to your inbox
% Sorrel Parsons - Digital / website / data advice

® 1:15PM - 2:00 PM Wednesday, November 18, 2026

@ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

© Microsoft Teams Meeting (, )

You can book a time to talk to me about digital, technology, website and data challenges. Feel free to
share drafts of presentations or links to webpages if you'd like me to look at it before we meet.

[ G Reschedule ]@ Cancel meeting €& New meeting




Notification of a booking for bookee

T h eyll I rece ive O CG Ie n d O r i nVite Sorrel external guest - Digital / website / data advice - Meeting - Calendar

.I VoAceptedy W S & ~ v @O @esyr B Oy vl @ L
@ The organiser hasn't requested a response for this event. To update your own calendar, select a response.

T h ey S h O u I d th e n R SV P to G d d to $2 | Sorrel external guest - Digital / website / data advice )
t h e i r C G I e n d G r 8% Sorrel Parsons; Superhighways Communications &2 Tracking

©) Fri 20/11/2026 14:45 - 15:30 &J Scheduler

They can also click on the SR
Manage meeting link to SR
reschedule or cancel N ———

Use the following link to reschedule or cancel this meeting:

Manage meeting

-----Note added from booking page on Monday, 16 November 2026 12:43-----
Testing what a guest sees

This example is a M365 Calendar appointment that has been accepted. Other
calendars look similar or the ‘Manage meeting’ link will be in their email. If they choose QB
Manage meeting it will take them back to your booking page (previous page). @)



Confirmation of a booking for you

MNew booking from
Sorrel Parsons

Sorrel Parsons - Digital / website / data advice

e
Friday, 20 Movember 2026

09:13 - 13:00
(UTC+00:00) Cublin, Edinburgh, Lisbon, London

\/

Microsoft Teams Meeting

Join your appointment

via Microsoft Teams




Managing your meeting

vYou can go o your Sorrel Parsons - Digital / website / data advice - Meeting - Calendar
calendar Guwis Gomd & 00 O @oye T G- O uwamions O wyTomios
appointment to @ popre ot s
make changes e.g. 52 sorel PsonsDigal /et ot dvc
edit the time or

jel-} SS  Sorrel Parsons <sorrelparson... X &2 Tracking 2§ -
C G n Ce I . ®  Fri 20/11/2026 09:15 - 10:00 &J Scheduler
% @ If conflicts arise, let Copilot reschedule this event. Acceptable times
. ® Add a room with Copilot @t e
Y I lick
O u CG n O SO C IC o @ * Facilitator is off for this meeting. Turn on &3 Options

. g = This meeting was scheduled from the bookings page of Sorrel Parsons.
I I . e et I n g 4 Use the following link to reschedule or cancel this meeting:
: _

—



Cancellation notifications

You will receive a

nOtiﬁCOtiOn by Booking cancellation from
oy o Sorrel Parsons

email if the

pe rSO n CG n Ce I S Sorrel Parsons - Digital / website / data advice
the meeting. =

(UTC+00:00) Dublin, Edinburgh, Lisbon, London

?

Microsoft Teams Meeting




What does Superhighways do?

Superhighways helps small charities
and community groups gadin essential
digital and data skills backed by the
right tech to achieve their goals.




@’ ) superhighways

@ hamessing technology for community benefit

Ccontact us

Superhighways
info@superhighways.org.uk
www.superhighways.org.uk



http://www.superhighways.org.uk/
http://www.superhighways.org.uk/
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