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Microsoft Bookings - setting
up a shared calendar

Microsoft Bookings helps teams manage and streamline appointment
scheduling. Follow the steps below to configure a shared calendar, enable
availability across colleagues, and customize your booking preferences.

Step 1: Access Microsoft Bookings

1. Go to https://outlook.office.com/bookings/ or open Microsoft Bookings via your Microsoft 365
portal

2. Ifthisis your first time, select Create a booking calendar under Shared booking pages

Personal booking page [

Easily share your availability with your own booking page.

%% Feedback Study ® - % 15 minutes meeting ®B -
Please select a convenient time for providing your Happy to connect. Feel free to book time with me so we
feedback. can delve into any subject of your choice.

Public 30 min Public 15 min

Shared booking pages

Invite your team and get people to book time with you and your team.

Administrator Bz - Administrator B -
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Step 2: Set up business information

In the Business Information section, set up:

1. Business name: give your calendar a meaningful title (e.g., “Clarivate UX Research Bookings")
2. Business logo: upload your organization or team logo

3. Business hours: set default working hours. These can be overridden per staff or service

4

Business time zone: To set up a time zone, go to Booking Page -> Region & time zone settings ->
choose interviewer's current time zone. For Bookings to automatically adjust for the customer's time
zone, keep unchecked "Always show time slots in business time zone".

5. Hitsave

Tip: Choose a neutral or most commonly used time zone if your team is globally distributed

Cclrivsts  Bookings-[APAC] Clarivat... Business information
Calendar = Basic details icludes —
phone, links
) Booking page
[B] Customers
~ Privacy policy and Terms and cy policy an -
&5 Staff ~ conditions O detai
B Services
& Queve @ (? Businesslogo
¥ Integrations
2 Clarivate
Change logo Delete logo
T formation about y
(© Business hours " “"“‘.‘ " about your ~
Widnage your DooKing page
CClrinte  Bookings-[APAC] Clarivat...
[ Business page access control ncludes requirement of ~
pag, ontrol, search engine
B Calendar contrel sear enginey
M Booking page
@ Add a persol
@ Customers [E] Customer data usage consent ”“flla_ ~
& staff
= Services Default sched,
=] @ Default scheduling policy e v
& Queue P
£5 Business information
) Customize booking vith
. &5 Customize your page the brand of vour or ~
¥ Integrations !
age language ~

@ Region and time zone settings

Language Current time zone

English (United States) hd (UTC+08:00) Beijing, Chong... ™

[ Aiways show time slots in business time zone
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Step 3: Add colleagues in Staff

1. Go to Staff in the left menu

2. Click Add staff

3. Enter your colleagues’ names and email addresses
4. Setroles appropriately (admin/viewer/guest)

5. Click save after adding each staff member

3 Clarivate  Bookings

« Back to all booking pages @ Add new staff

ccarivate  Bookings-Clarivate Feed... Q search staff All oles
Calendar My profile

(L] Booking page Minaxi Goel Administrator

MinaxiGoel@Clarivate.com

Customers

®s  Ciaff Other staff

£ Services 0 Julia OKelley Administrator
Julia.OKelley@Clarivate.com
G Queue

Business information

£ Integrations
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Step 4: Sync Outlook calendars for shared availability

1. To sync Outlook calendars: Go to Edit staff -> Check Events on Office calendar affects availability
e This ensures only mutually available time slots are shown to customers

e This reduces double bookings and helps coordinate availability across your team

Edit staff

] R, Phone number

% Administrator

jlot'fy the staff member via email when a booking assigned to them is created or

hanged

Availability

Setup availability and meeting hours for the staff member. Learn more

}ents on Office calendar affect availability
note, personal calendar availability will not be accounted for in multi-day services.

m Use business hours

Turn off business hours to edit availability
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Step 5: Configure service (session) settings

1. Go to Services and click on Add new service

« Back to all booking pages (® Add new service

cchlrivate  Bookings-Clarivate Feed... Q. search

Calendar a8 Clarivate Feedback Stu... & 210
= 30 minutes

(] Booking page
Customers

& Staff

& Services

& Queue @
Business information

¥ Integrations

2. Add the following details:

a. Study title & description: This would be shown to the customers upfront when they open the
booking calendar

Edit service

= Basic details & Clarivate Feedback Study

@® Availability options
= Thank you for volunteering for the feedback study. Your feedback will be highly
valuable to us in improving our products & services.

& Assign staff

b. Session duration: Choose the fixed time your session will last (e.g., 30 min, 60 min)

c. Buffertime: Add buffer before and/or after appointments to prevent back-to-back bookings
Note: The meeting duration will be inclusive of the buffer time, so the participant will be given
the time 5 mins later than the interviewer's scheduled time

®  Duration
~ ~ ~ .
0  days 0 _ hj]30 _[min
Q Buffer time
Before After
-~ ~ . ~ ~ .
0o . h 5 _[min 0 _h 5  |min
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d. Set email confirmation emails

Edit service

Email confirmation

A confirmation email is sent to your customers and assigned staff immediately after an
appointment is scheduled, updated or cancelled.

[} Notifications

Default scheduling policy © Settings

Default scheduling policy,
availability, notifications and
staff settings

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

Send a meeting invite to the customer, in addition to the confirmation email

Publishing options - X .
Add additional information

Show this service on the

booking page

¥ B I U £+ A > A
Thank you for registering & ! a
Your Clarivate Feedback Session is confirmed. .
Please ensure you're in a quiet space with a stable internet connection during the \

e. Setreminder emails: under Notifications, enable and customize email reminders for
attendees (e.g., 1 day and 1 hour before)

Email reminders

Send reminder emails to your customers and staff (and optionally the business) before the
appointment.

@ Add an email reminder

Timing Y 0|

30 minutes before

Send to
All attendees (customer, staff and business)

Message
Hello there!

Greetings! Just a quick reminder that your Clarivate Feedback Session is
scheduled to begin in 30 minutes.

Your input is valuable and will help us improve our offerings. Please join from a
quiet place and ensure your audio/video is working.

Looking forward to speaking with you soon!
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Coiwie  Bookings-Clarivate Feed...

Set default scheduling policy:

Time increments will show next available slots at specified intervals

Minimum lead time will allow customers to book/cancel until ‘X" minutes prior to the
session (setting to 0 hrs will allow last minute cancellations if the customer is not able to
make it)

Maximum lead time will allow customers to book a session in 'n’ days advance
Set email notifications

Staff control: Deselect 'Allow customers choose a specific person for the booking' if staff
if you want all of your staff i.e. interviewers’ to be attending the session for a service

Bookings
¢ Back to all booking pages

= Default scheduling palicy, availabilit
@ Default scheduling policy notifications and rtf sotiings

~

30 minutes v
B Calendar es in increments of
M Bocking
[® Customers Minimum lead time 0 hrs
= Minimum lead time for bookings and
&8s staff cancellations
£ Services . N N
;\-dx\lh..m lead Unl(-: 365 days
- Maximum days a booking can be
# Queue ¥ made advanced ir
8 Business information
Email notifications
® Integrations
#* Notify the busine: ooking is created or changet
Send a meet om
Staff control

| Allow customers to choose a specific person for the booking |

g. Set start & end date: to define the period in which the calendar should be bookable:

select Not bookable under General availability

set the dates (multiple durations can be set with the Set different availability for a date
range option)

select Bookable when staff are free so that the slots are in sync with all the interviewers’
calendar
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Bookings

« Back to all booking pages Staff control

s B oclTas ree [ Allow customers to choose a specific person for the boaking

Availability
Calendar In general, a service can be booked when its staff are free. If you wish to
O et customize this further, you can do so below.
N General availability:
ustomers

88 Staff Not bookable v
B Services
Availability during these dates: W
@ Queue P
Business information Start End (inclusive)
0 prasget ‘ 23-Jul-25 [ 11-Aug-25 B
ntegrations
Iankab\E when staff are free VI

@ set different availability for a date range
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Step 6: Control staff visibility & booking rules

¢ Inthe Service settings, go to Assign staff
¢ Select Assign all of your selected staff for an appointment to show time common available time slots

¢ Deselect Allow customers to see the names of the staff if you don't want to disclose your names at
the booking time

Edit service

= Basic details Assign staff to the service

@© Availability options O Assign any of your selected staff for an appointment. ©

& Assign staff @) Assign all of your selected staff for an appointment. ©

@ Custom fields (® ) Allow customers to see the names of the staff
[} Notifications Select Staff Assigned staff group
Q Search for a staff member X
e Julia OKelley X

Default scheduling policy ©

X
0 Default scheduling policy, ) @ Minaxi Goel
availability, notifications and o Julia OKelley

staff settings

Publishing options o A Minaxi Goel

Show this service on the
booking page

Disca rd

Note: This ensures bookings only happen when all selected team members are available. It avoids
customers picking just one.
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Step 7: Final calendar sharing

1

. Once your service and staff are configured, go to the Booking page

2. Publish the calendar and share the booking link with your users

3. Testthe calendar to ensure correct availability is showing

Bookings
« Back to all booking pages Discard
©Carivate  Bookings-Clarivate Feed...
EfeibD Configure booking page
! Booking page @ fe‘;a;j::‘;!ﬂet:: i:gyr:;iam book with a public self-service page he
Customers

Your booking page:

3 Staff https://outlook.office.com/book/Boo..| O &9 Email </> Embed

= Services

Optional checks before launch

1.

Test different time zones (e.g., from India and US) to ensure proper conversions

2. Test double bookings and overlapping meetings
3.
4

Review reminder emails for accuracy

For issues or customizations, contact your Microsoft 365 admin or refer to the Microsoft Bookings
Support Page
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