
M365 Bookings app
Creating a personal booking page



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’





Two options
✓Create your own 

personal booking 
page to share with 
others & reduce to and 
fro emailing

✓Create a Shared 
booking page with 
Services and booking 
across multiple staff 
(via calendar 
integrations)



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
✓Click on the down arrow

by New event

✓Select the Bookable time 
option



Or Create from the Bookings app
✓Click on the ‘waffle’ or

grid of 9 squares in 
the top left of your 
browser

✓Choose the Bookings 
app (or Explore all of 
your Apps if it’s not 
showing)



Add info & choose options

✓ Add a title, select appointment 
duration and set your 
availability

✓Choose whether you want to 
share Publicly or Privately

✓ Finally select Teams meeting 
(as appropriate) and add a 
description



Changing availability
✓Set your working 

hours and days

✓Set only for a specific 
date range (as 
appropriate)



Accessing your 
Booking page via 
Outlook in the web

✓Click on Go to my booking 
page



Personal booking page 

✓Customise the banner image
✓Note you can also Turn your bookings page off here (this takes 

all Bookings offline)



Managing your Bookings times

✓Click on the 
Bookings times 
to Edit further



Editing – Advanced options
✓Or click on the 

Bookings time e.g. 
Test for CDN to 
open up this Edit 
window 

✓Click on 
Advanced options 
for additional 
settings 



Adjust timings

✓Add Buffer times between appointments
✓Adjust lead time (you’re more likely to want this to be 12 or 24 hrs than 1 

hr!)



Sharing your bookable time
✓Check and Edit

as necessary

✓Share a link, via 
email or add to 
your signature



Sharing a Booking link
✓Click on the 3 

dots and then 
choose to:

✓Copy link

✓Or Share – giving 
you the option to 
Share via email



Or share your entire Booking page

✓Choose to Share via a Link, Email or Add to your email 
signature



Booking view for ‘clients’

✓People choose to 
either Sign in if they 
have a M365 account 
(optional)

✓Or to Continue as 
guest (might be 
good to direct them 
to this option)



Booking an appointment (client view) 
✓ People choose the 

meeting they want to 
book (this is where the 
description is important to 
explain what each 
booking type is where you 
have more than one)

✓ And then the slot that’s 
most convenient for them



Notification of a booking for bookee
✓ They’ll receive a calendar 

invite email

✓ They should then RSVP to 
add to their calendar

✓ They can also click on the 
Manage meeting link to 
reschedule or cancel



Notification of booking for you



COnfirmation of a booking for you

✓You’ll then 
receive an email 
notification 
showing a 
booking has 
been made and 
confirmed by 
RSVP



Accessing bookings from your 
Booking page



Cancellation notifications
✓If someone 

cancels their 
booking, you will 
receive a 
notification as 
shown
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