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Process description 

Last updated: Jun 1, 2026 
 

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. If this is your first time, select Create a booking calendar under Shared booking pages 
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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. Hit save 

Tip: Choose a neutral or most commonly used time zone if your team is globally distributed 
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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. Set roles appropriately (admin/viewer/guest) 

5. Click save after adding each staff member 
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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  

• This ensures only mutually available time slots are shown to customers 

• This reduces double bookings and helps coordinate availability across your team 
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Step 5: Configure service (session) settings 
1. Go to Services and click on Add new service 

 

 

2. Add the following details: 

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

 
 

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

c. Buffer time: 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 
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d. Set email confirmation emails 

 

 

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

 
 

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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Step 6: Control staff visibility & booking rules 
• In the 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 
 

 

  
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. Test the calendar to ensure correct availability is showing 
 

 

  

 

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. Review reminder emails for accuracy 

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