Using Microsoft Bookings for student advising appointments.

Bookings allows you to let students sign up for appointments at times in such a way that their appointments
don’t conflict with anything that is scheduled on your Outlook Calendar. It can be used to set up both physical
and virtual meetings. You can use this for office hours, paper consultations, or other appointments.

This guide discusses using Bookings for advising appointments.
To get started
1. You can access bookings by clicking on the waffle icon in the upper right corner when you are in the
web version of office 365 or your web version of Outlook. You’ll see a menu open up with all the Office

365 applications appear. Click on Bookings. If you've never used Bookings before, click on the Get it
Now button.

iii  Bookings

Microsoft Bone

Online scheduling your
customerswill love

Get it now

2. After you click Get It Now or if you have used Bookings before, you'll get the screen below. Click on
the down arrow that is circled and then it will ask you to create a New Bookings ‘business’ or Open an
old one. We are creating a new one here.

Note that Bookings uses private sector terminology. Add your name as the Business Name. Add
Colleges and Universities as the Business Type

@ Getting Started [ Other Bookmarks

Tell us about your business

Name

Business name

Colleges and universities

No thanks




3. Click continue.

w Lewng sanea

Tell us about your business

Dr. Chet Gandalf

Colleges & Universities

4. Click OK

Your booking calendar has been created.
Use the Staff page to add additional staff

members.

5. Go to Business information at the bottom of the column to the left.



Bookings

Dr. Chet Gandalf v

Calendar

L3 Booking Page
fop Customers

Rq Staff

ﬁ Services

Booking activities (30 days)
Export 120 day view using a TSV file. Learn more
= %

6. Fill out the information, if you wish. It is not necessary. Skip adding business hours. If you've added
nothing, go to Services. If you added some information, click Save then go to Services.

@ Getting Started

Bookings :

Business information Business hours

L

Enter an address and contact information for your Enter information about your business hours.
business. This will be used on the booking form and in

becking messages and reminders, Mondsy [sooam o |[so0em | x +
— O s
: - ; v v

Dr. Chet Gandalf Dr. Chet Gandalf I

@ Home OR Business address Wednesday | 00AM v || s00PM v | X+
Add a location or a room ] — =
Calend Tharsday 800AM || s00mm v | X+
alendar

Business phone
| [om ] T
3 Booking Pag;
Send customer replies to
8 Custom noeBhanover.cdu ] Saturday Closed =
Website URL _ x
L stat ] Closed

I Fill out information, if you'd like
Terms and conditions URL
|

Skip modifying the business hours

Business type
Colleges & Universities J Nnow.

Currency

o if you added something click Save,

s if not, click on Services
Business logo

Add or change your business logo. This will appearin
backing messages and reminders slong with the
business information you enter.

7. There is a default service listed, which we will ignore. Click Add a Service.



@ Getting Started

Bookings

4 Add a service

| E Create and edit your bookable services
Add Logo
Service Duration Default price Assigned staff
Dr. Chet Gandalf Initial consult 1 hour Price not set No staff assigned V|
R Home
B calendar

3 Booking Page
5 Customers

&£ staff

U Business Information

We’ll name our service Office Hours, though you can use this for other meetings, like consultations for
papers or meetings with groups who do group work. You can set up multiple services within Bookings
to cover these different types of meetings.

You can meet in a physical location or online. If you meet online via Teams, an invite will include a link
to a Teams meeting.

@ Getting Started

Bookings

Save X Discard

DErvice name

Advising Appointments (

D I —————_____ Add name -- Advising
2% Description appointments will do

Add Logo
Meeting with % =
SFdetits You can make a phyisical

Default location " = OT @ virtual meeting. Here we'll

) Home |team &""x | use Teams as the default location
7 Calend Use this location: team
e ' select Teams from the menu
L3 Booking Page ° teams

Teambirths Midwifery

S 2325 S Hanover Saluda Rd, Hanover, IN, 47243, United States

pg Customers

R Staff o TeamEps
ta 2610 Arbor Tech Drive, Hebron, KY, 41048, United States
= - Team RV Express
& services ] £ 51796 Lovejoy Dr, Middlebury, IN, 46540, United States
1S
] Business Information o Team Collision Center of Princeton

A 2871 Us-1, Lawrenceville, NJ, 08648, United States

Maximum number of attendees per event

Maximum Attendees | 1 ==




9. Tick the sliders described below:

Add Logo

Dr. Chet Gandalf

2 Services l

[

10. You can create custom fields in a Bookings invitation to get information from the student who is setting

& Save

X Discard

Default location

teams X I

) Fehanang E_. For an online meeting, move the slider.

Default Duration
0 Minutes | 30 "
{You can modify the meeting duration

Dd-,s[ 0 Hours

Buffer time your customers can't book
@ ) of

Let customers m; their appointment when it was
D booked by or your staff on their behalf.
Move this slider so that students can

Maumum number of attendees per event book their own appointments_

Notes (internal only)

Scroll down

Custom Fields

up the meeting. To create the custom fields, click the Modify button.

This is an optional setting. If you want to ask questions of students when they book an appointment,

continue through steps 11-18. If you will not be asking them for information as they book an
appointment, just skip to step 19.

Dr. Chet Gandalf

(R Home

Add any additional informat
that book t
the email ¢

-

B save X Discard

Custom Fields

No custom fields selected. You can modify the selected fields

\

Reminders and Confirmations

Custom fields allow you
to have students answer
questions as they book

1day: Just a quick reminder that your ser.. A 2 X

Wwe'll do that now

Add an email reminder
Additional Information for Email Confirmation

g M X B I U ~Z

nd links to send to people

with you. They will see this content in

rmation they receive.

L Enable text message notifications for your customer.

IMPORTANT: This is a preview feature provided at no additional
cost. Eventually a imit may be imposed on the number of free SMS
messages you can send cach month. By using this feature, you
acknowledge that you are aware of this potential change. You may
stop using this feature at any time by unclicking this checkbox.

eam more

Publishina ontions



11. Click on Add a Question.

| Save X Discard

Custom Fields

No custom fields seiected. You can modify the selected fields

nelow

Modify

Reminders and Confirmations

1 day : Just a quick reminder that y

Add an email reminder

nformation

Customer information
Select what customer details you want displayed on the booking page. Name is always required.

B Required
[ Required
() Required

[ Required

Custom Fields

Select custom fields to add to the service,

Custom fields display order

Following is the current order of custom fields. To change the order, dear selection and reselect
custom fields in the order you want.

12. The drop down asks if you want to make a text question or a dropdown question. We’'ll look at the
dropdown question first.

e X Discard

stom Fields

ustom fields selected. You can modify the selected fields
w

Vodify

inders and Confirmations

ty s Just a quick reminder that your ser A 4

| an email reminder

tional Information for Email Confirmation

nable text message notifications for your customer.

IMPORTANT: This is 2 preview feature provided at no additional
cost. Eventually a limit may be imposed on the number of free SMS
messages you can send each month. By using this feature., you
scknowledge that you are aware of this potential change. You may
stop using this feature at any time by unclicking this checkbox.

Ok Add a question V'

Add text question

‘

Add dropdown guestion
o b yOU want displayed on the booking page. Name is always required.

B Required
([ Required
[E] Required

D Required

Custom Fields

Select custom fields to add to the service.

Custom fields display order

Following is the current order of custom fields. To change the order, dear selection and reselect
custom fields in the order you want.



13. We'll add a drop-down question that asks the student which class they are in. Add the text and then
click Save.

itlook office.com/bookings/services s @ ¢  Q mailhanover.edu 2>NGO e =

dda field

Enter information about the custom field

lamin

Options
222 546

FDA 765

QA 222

FBI 444

Add an option

14. We will add a text question now. We’'ll pick that selection from the drop-down menu.

Ok = Add a question V'

< Add text question
C

Add dropdown guestion
Select what customer details you want displayed on the booking page. Name is always required,

. Required
[ Required
O Required

D Required

Custom Fields

Select custom fields to add to the service.

lamin____ Required
Custom fields display order

Following is the current order of custom fields. To change the order. dear selection and reselect
custom fieids in the order you want.



15. Add the text in the box and then click Save.

bookings/services w & % Q mailhanover.edu -2 N0 @

[ Other Bookmarks

Add a field

Enter information about the custom fieid

The main issue that | want to talk about during the
meeting 15..

16. Double-click on each question to make them populate in the display order.

[ other Bookmarks

v Ok = Add a question WV

Customer information

Select what customer details you want displayed on the booking page. Name is always required,
B Required
[ Required
i | Required

[ Required

Custom Fields

Select custom fields to add to the service,

Double click on e Vi

each question —
The main issue that | want to talk about during the meeting is... | Edit

Custom fields display order

Following is the current order of custom fields. To change the order, dear selection and reselect
custom fields in the order you want.



17. After they populate in the Custom Field Display Order area, click on OK.

I VT BUOKITIANKS

J Customer information
Select what customer details you want displayed on the booking page. Name is always required,

B Required
D Required
[ Regquired

[ Required

Custom Fields
Select custom fields to add to the service.

O Required

D Required

Custom fields display order

Following is the current order of custom fields. To change the order, dear selection and reselect
custom fields in the order you want.

lamin____
They will appear The main issue that | want to talk about during the meeting is...

here

18. You may be asked to save the custom questions; then proceed with the rest of the Services menu.

@ Getting Started

Bookings | -

| E 0 required and 2 optional custom fields selected. You can modify
the selected fields below.
Add Logo
Modify
Dr. Chet Gandalf ¥ Reminders and Confirmations
) Home

1day: Just a guick reminder that yourser.. A Z X
(& Calendar

2 Booking Page Add an email reminder

f for Email C

5 Customers

g AN B T U2 A

B statr

Add any additional information and links to send to people
that book this service with you. They will see this content in
the email confirmation they receive.

D Business Information

[ Enable text message notifications for your customer.

Thsksa ke i
cost. Eventually a mit may be imposed on the number of free SMS
messages you can send each month. By using this feature, you
acknowledge that you are aware of this potential change. You may
Stop using this feature at any time by unclicking this checkbox.

Learn more




19. Bookings will send a reminder to the attendee a day into advance. The pen will allow you to add more
reminders and customize the text.

i Bookings

B save X Discard

the selected fields below.

D@ Modify |

Reminders and Confirmations

Dr. Chet Gandalf 4 1 day : Just a quick reminder that your ser. A X
Bookings will send a
e R Add an email reminder reminder a day In advance

Additional Information for Email Confirmation of the meet'ng‘
Click on the
pen to customize the reminder

& services l

Enable text message notifications for your customer.

B

This is 2 previ provided at no additional
cost. Eventually a limit may be imposed on the number of free SMS
messages you can send each month. By using this feature. you
acknowledge that you are aware of this potential change. You may
stop using this feature at any time by unclicking this checkbox.

500 Scroll down

Publishing options

B Show this service on the booking page

Online Schedulina antion:
[ B e e S e G e ]

20. Uncheck the Use Default Scheduling Policy tick box to customize scheduling. You can set a Lead time
which will prevent students from scheduling appointments at the last minute and allowing you to be
more organized. Also make sure that the second e-mail natification tick box is ticked if you are meeting
virtually. This will send out an invite with a Teams meeting link to the student.

Save X Discard

D@ Online Scheduling options
2dd oo [ use gfdefautt scheduling policy

Uncheck this to customize scheduling

Scheduling policy

Settings for when customers can book services

Time increments

Lead time is the time period when
students can schedule.

‘Mmylmf.lrr? dtm-\(r - 24

21 Booking Pag u
% M e e cows [ 2 W] This 24 hour minimum setting means
B S that students must schedule appointments
2 s l Email notifications a day in advance.
ET—— :;:?z"g'f:“‘”""“‘““""""“"‘“‘”""'"9'“’“'“‘ . e Sends an invite to the student.
e manClemR RN If you are meeting virtually make
sure to check this
Aol Unclick on this If you have no staff

[ Allow customers to a specific person for the 4
booking @‘N who are invoved with

Availability appointments.

In general, a service can be booked when ts staff are free. If
you wish to customize this further, you can do so below.

General availability:

Bookable when staff are free

+ Sat diffacent aviabiity for  date range




21. You can set up general availability for long-term appointment slots — like office hours, and you can set

availability for specific time periods, like advising.

Here we are talking about how to set up Bookings for advising week, so we’ll skip adding general
availability and click on the link for ‘Set a different availabiility for a date range’ since we only need
students to pick times from slots over a week or so.

Save X Discard

Nemam leaclime . 365 B

Email notifications

Notify the business via email when a booking is created or
Meeting with changed

students % &4 Send a meeting invite to the customer, in addition to the
confirmation email.

(A Home
B Calendar Staff

[CJ Allow customers to choose a specific person for the booking
L3 Booking Page
B icisstomiars Availability

In general, a service can be booked when its staff are free. If you
B Staff wish to customize this further, you can do so below.

Change General Availability

& Services J General vallability: ‘ to Not Bookable

I Not bookable »
D Business Information

+ Set different availability for a date range . .

Click on the link
| [ oo . Bua __ . ]

There are three settings for availability. 1) Book When Staff is Free, 2) Not Bookable, and 3) Custom
Availability.

| suspect that Custom Availability will be what most people use. If you use Book When Staff is Free,
students can book any time that is not taken up by another meeting or appointment. If you use Book
when Staff is Free, you will want to block off parts of your calendar when you don’t want to have
meetings, so you can have some control over your calendar and not be completely at the mercy of your
student’s scheduling whims.

Maximum lead time

Email notifications

There are 3 settings for availability:

2® Services

Book when staff are free -- this will allow
Availability people to book open slots on your calendar

In

Not bookable - cannot book appointments
General availability:

Bookable when staff are free Custom availability - customize when they
can book appointments.




22. Under Availability during these dates, change the start and end date of your advising period. Then
click on the down arrow under Bookable when staff is free — we will want to change that to Custom
Availability.

I = z e —— £ =~ —— i S ———
&« c @ — [ 100% |4+ oo & o ¥  © @& 2 https;//outiook.office.com/bookings/services e w

@ Getting Started

i1 Bookings

Save X Discard

changed
Send a meeting invite to the customer, in addition to the

D confirmation email.

Staff

[ Allow customers to choose a specific person for the booking

Meeting with

i v
SIS Availability
@ Home In general, a service can be booked when its staff are free. If you
wish to customize this further, you can do so below.
f Calendar
General availability:
[ Booking Page Not bookable
/Qg Customers
Availability during these dates:
& staff Start End (inclusive) y~~ Change start and/or end dates
] el
| 3/4/2021 3 | | 4/9/2021 m ]|
ﬂ Services
| Bookable when staff are free v | ,éi‘ m‘guj 4
(] Business Information Then click on this down arrow
+ Set different availability for a date range
=

23. Pick times for each day using the dropdown sliders. Omit times that you are in a meeting, a class or
have some time that you won'’t be available. After that meeting or class is done, you can create a
second, third or fourth scheduling block during the day by clicking on the + icon. Similarly, you can X
out a day if you are completely off.

Here, Thursday is lopped off the schedule. Monday and Wednesday have a couple of blocks of time
where students can schedule meetings.

Bookings

Save X Discard

| Not bookavle
| E Availability during these dates:
Add Logo Start End (inclusive)

‘ 10/14/2021 ] ’ 11/25/2021 i

Use the X to take a day off a bookable

‘ Custom hours (recurring weekly) vIA W

Meeting with 7 schedule. use the + to add a second or
students = e -
iz ‘ SR R ‘ ——l| - third ;et of continous time slots in

our day.
i} Home ‘z-mw v | | 400 PM v X+ Y y
@ calendar Tuesday ‘9U(JAM “ ‘ 1:00 PM X+ N

Here we've set up tiime slots for

CJ Booking Page Wednesday 830AM v ‘ 1:00 PM v| X Monday from 10-noon and 3-4
‘C‘a Customers ‘ S0AM . ‘ S0 % 2 i TUESdaY for 9—1

Wednesday from 8:30-1 and 4-5
B Staff Thursday Not baokable + We take Thursday off the table for
booking appointments and

Friday appointments are available
Saturday Not bookable + from Noon to 5pm.

v | | 5:00 PM / x +

. Friday ‘ 12:00 PM
2 Services

T:D Business Information

Sunday Not bookable +



24. So we've picked out some dates in October and November of 2021 and our schedule for those dates.
We'll click on Save now.

Click Save to save the bookable time slots.

General availability:
| | Not bookable b4 '
Add Logo
Availability during these dates:
Start End (inclusive)
Meetngwitty | 1071472021 | [ 11252001 |
students
‘ Custom hours (recurring weekly) v l A E]
(Y Home
Calsnilar Monday ’ 1000AM Vv || 12:00 PM W. | X

‘S:OOPM \/H4:OOPM v‘ X +

L3 Booking Page
Tuesday ‘ 9:00 AM M | | 1:00 PM v | X =

/og Customers

Wednesday { 8:30 AM ~ I ‘ 1:00 PM N l X

R Staff s H s V| X+

f Services ] Thursday Not bookable +

D Business Information Friday ‘ 1200PM WV I I 5:00 PM b | X +
Saturday Not bookable +

25. After you've saved the Advising service, delete the default Initial Consult service.

Bookings :

—+ Add a service

Manage services

| Create and edit your bookable services
Add Logo
Service Duration Default price Assigned staff
Meeting with Advising 1 hour Price not set No staff assigned
v
SHiclRis Initial consult 1 hour Price not set No staff assigned ./
{2 Home
Delete the default 'initial consult' service

Calendar

3 Booking Page
Pg Customers

Rq Staff

[I:I] Business Information



26. Now go to the Bookings Page area on the left-hand side of the page. Tick the first box under Bookings
Page Access Control so that this bookings application is open to people at Hanover — that is, your
students. You can pick a theme for the Booking page that you like.

Next, we’ll scroll down to make a few more changes.

I Saveand publsh Ty Unpublish ¢ Embed
R Dage skl Customize your page
ot Choose your color theme

Preview

BooRng page access control
Dr. Chet Gandalf B Reafire a Microsoft 365 or Office 365 account from my organization to
@ Home [~ Disable direct search engine indexing of booking page |eam mare

B Calendar

£ Customers
£ s
P services

[0 Business Information

Customer data usage consent d

E Show a personal data collection and usage consent toggle along with a _
message on my booking page

(NN (W
Scheduling policy (N _§ § Ny By |

Settings for when customers can book services [] set custom color scheme for your booking page

Enter your parsonal data collection and usage terms here. ’ Color theme

Shom st wmss | g0 Pick a theme that works for you

B Display business logo on your booking page

mejrv“u»m.’?xll time c = . ‘
Region and time zone settings

Maximum lead time = .
Mz miber of days in sdvance tha 365 Change language and time zone settings

« made

Scroll down

[ Atways show time siots in business time zone

27. Make sure that the second notification for Send a Meeting is ticked, particularly if you are having a
virtual meeting. This will send out a Teams invite and link so that the student can meet online.

Uncheck the Allow Customers to Choose.... Tick box if you are not sharing a Bookings service page

with colleagues.

2

o

Dr. Chet Gandalf
{2} Home
Calendar

Pg Customers

RR Staff
ﬂ Services

D Business Information

2 Save and publish T Unpublish  </> Embed
T —— NEYIUIT allu UIlie ZUIIE SELNYS

’May)nyn‘wm‘ !?a.,(,‘.‘ume, i anos st 365 : Change language and time zone settings

booking can be made j Always show time slots in business time zone

Email notifications

- Notify the business via email when a booking is created or changed

Send a meeting (ﬁ'ﬂ customer, in addition to the confirmation Tick the box to send

email.
-\\ out a meetlng invite - with

Teams if necessary - to a

Staff student
|_| Allow customers to choose a specific person for the booking

Availability

In general, a service can be booked when its staff are free. If you wisl
customize this further, you can do so below.

Uncheck the 'allow customers to
choose a specific person.."' box

General availability:

Bookable when staff are free

Then scroll up

+ Set different availability for a date range



28. Click Save and Publish. If you want to view the bookings page, click on the Open Published Page.
You can copy the link by clicking on the button and adding it to an e-mail or to a Moodle page.

Bookings i

2, Save and publish ¥ Unpublish  </> Embed

Customize your page

D Booking page status
Choose your color theme
-" = Y
Published @ :
Add Logo Open published page

Preview To view the Booking page

Share your page

Dr. Chet Gandalf v ‘ https://outlook.office365.com/owa/calendar/DrChetGai

& o noo

Calendar

Click copy to copy link
_ Connect to Facebook [—

Add a "Book Now" button to your Facebook page.

fog Customers

Color theme
L staff

2 Senices Booking page access control N I I E N N
[ Business Information EzziireaMicrosoﬁ 365 or Office 365 account from my organization to _I Ii _I E E E

l:] Disable direct search engine indexing of booking page Learn more
D Set custom color scheme for your booking page

29. When you click Copy, you’ll get this dialog box. Unlike other Microsoft Copy buttons, this does not
automatically copy the link to the clipboard when you click it. You need to right click on the highlighted
url and choose copy in the dialog box that appears.

@ Getting Started

Select All




30. You can paste the URL into an email that you are sending out to students.

2, = Untitled - Mes:
File Message Insert Options Format Text Review Help Q Tell me what you want to do

[jj F. Georgia ~/11 ~ A A = %E v /Ao /Qg} @ (a) E,[ F]E F:j Eol

E — s i

Paste I U | £+ A+ === =5= | Address Check | Attach Link Signature | Assign - Hig

v \gFormat Painter - b - T Book Names File v v v Policy \L Lov

Clipboard [ Basic Text N Names Include Tags

> To

Send Cc
Bcc
Subject
Hey folks,

It's advising time — click on the link to schedule an advising appointment.

https://outlook.office 365.com/owal/calendar/Meetingwithstudents@HanoverCollege.onmicrosoft.com/bookings/
Looking forward to Meeting with you!

[Dr. Chet Gandalf

Associate Professor

Department of Metallurgy

Hanover College

gandalf@hanover.edu

“Those are my principles, and if you don't like them... well, | have others.” — Groucho Marx

31. And when the students click on the link, this is what they see. It will here is what the page looks like for
the student. They need to click on a date and then the available times appear — (somewhat annoyingly)
displayed from right to left rather than vertically. They select a date and time then scroll down.

Sl O Meeting with students X
c @ —[100% |4+ o & X/D@ ¥ O & hipsyjoutiookoffice3s5.com/owa/calendar/Me students@HanoverCo. *+» @ ¥ | | Q marketplace Sl nD e & =

@ Getting Started [ Other Bookmarks

Advising & i
1 hour

October 15, 1:30 pm

< > October 2021

Su Mo Tu We Th Fr Sa 12:00 pm 12:30 pm 1:00 pm
= em e
3:.00 pm 3:30 pm 4:00 pm

Students click on a time
then scroll down....

@ Alltimes are in (UTC-05:00) Eastern Time (US & Canada) |v

H L Type here to search




32. The student fills out their name and e-mail and other information. The two questions that we created
appear below — the drop-down menu that will let them select the class that they are in, and the text

guestion where they mention what they are interested in discussing. They click the Book button to book
the appointment.

0% + oo = X B ¥t | © & https//outlook.office365.com/owa/calendar/Meetingwithstudents@HanoverCo! * ﬁ‘ Q_ marketplace

24 25 26 27 28 29 30

@ All times are in (UTC-05:00) Eastern Time (US & Canada) E]

This is where your

then fill out the form and ~ Addyeurdetails o \octions will appear

click the button to book.

Please let us know if you have any special requests.
Name

Thank you.

Email Notes (optional)

Phone number (optional)

Address (optional)

33. They receive a confirmation message.

Thank you for booking with us!

You will get a confirmation message in

email shortly

o




34. They and you get an email confirmation with a link to Teams (for virtual meetings on Teams).

nk v« Sweep EJ Moveto v < Categorize ¥ (® Snooze ™

Filter - Confirmed: Advising

(] Meeting with students
5:00 PM 4

tudent Advising ...

E] bo?kxng ics

459PM

click on the link...

€)
rverse... 214PM

aras a bell so w... Confirmed booking for

Joe Student

Advising
)
Friday, October 15, 2021
30 PM - 2:30 PM

ions

35. This is how it appears on an Outlook Calendar. When | hover over the meeting, this popup appears
with the meeting’s particulars. If you — or the student — click on the meeting in the Outlook Calendar,

you'll see a link to the Teams Meeting.
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Want to see more?

Microsoft Bookings App for Parent Teacher’s Conferences (15:00) Mike Tolefsen (Microsoft)

Microsoft Bookings Resources: Penn State

Online Office Hours Through Microsoft Bookings — University of Chicago.


https://www.youtube.com/watch?v=X4ccutiVxEE
https://itld.psu.edu/training/office-365-microsoft-bookings-resources
https://teachingremotely.uchicago.edu/office-hours-bookings/

