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INTRODUCTION  

If you regularly interact with individuals, whether it is students or staff, managing the scheduling of meetings 

can involve a number of emails as you each work out when both parties are free. As part of the Office 365 suite 

of applications, Microsoft Bookings automates meeting requests and ensures that individuals can see when you 

are free and automatically schedule a session with you. 

OVERVIEW  

There are two main steps involved in setting up Bookings for use: 

- You set the days and times you are free in the system (for lecturers, this could be “office hours”) 

- You publish the link to your booking page so people can schedule you only when you are free. As it is 

linked to your Outlook calendar, it will not permit anyone to make a booking when you already have 

something scheduled 

 

USING OFFICE 365 BOOKINGS 

Bookings is access through the Office 365 portal on the main AIT website: 

 

Figure 1 - Office 365 

 

When you click on the link above, you will be brought to the main Bookings page: 
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Figure 2 - Main bookings page 

STEP 1: BUSINESS INFORMATION 

In the menu above, you essentially start from the bottom up, with Business Information. Here, you set various 

pieces of information about the “Business”, this can be a department, for example and you can add a logo. You 

will see from the screenshot below, I have added the AIT logo: 

 

Figure 3 - Business Information page 

Make sure to save your changes and then go to the Services option.  
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STEP 2: SERVICES 

A “Service” is the actual core of the Booking system. Here, you set various parameters, for example,  when you 

are available and messages to individuals making the booking.  

To create a Service, click on the Add a service link: 

 

Figure 4 - Services 

 

You will see the following: 

 

Figure 5 - Service details 

The Service name could be something like “Meeting with Head of Department” or “Science Librarian”.  

The Description is a text information box that users will see. This can be informative and should explain what 

the user is booking.  

Add online meeting will add in a MS Teams link to the meeting so it can be held online.  

The other parameters can be modified as required.  
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The Default Price option shows the software’s business background. If you are meeting with students or fellow 

staff members, it is probably better to set this to zero. Unless you want to charge them for your time.  

The Custom Fields section is possibly one of the more important options you are going to set.  

 

Figure 6 - Custom Fields 

This allows you to gather specific information prior to your meeting, such as Student ID, phone number, email 

and essential information like that. Just like Forms, you can make some fields mandatory, and some fields 

optional. 

Let’s go through a worked example: 

 

Figure 7 - Mandatory or optional fields 
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In the above, you can see that the “customer” email is required. In this example, the phone number, address 

and notes is not displayed and therefore not required.  

In the Custom Fields section, you can add in boxes for extra information. In the example above, a box will be 

displayed with the title “Is there anything specific you would like to talk about” for the user to enter. As you 

can see, this is optional.  

However, the second field, Student ID, is required.  

You can even modify the order in which the fields are displayed.  

The next section in Services is the email reminder. You can set an email reminder, with a customised note, to 

be sent at a specified time prior to the meeting: 

 

 

Figure 8 - email reminders 

Use the pencil icon to edit the details of the reminder.  

The Scheduling Policy sets a number of parameters for when users schedule a meeting.  

 

Figure 9 - Scheduling policy 

Time increments: blocks of time each user can book 

Minimum lead time: the number of hours before the meeting that are required for a booking to me made. This 

prevents a user from booking a meeting 10 minutes before hand and wondering why you didn’t see it. 
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Maximum lead time: the maximum number of days prior to a meeting in which a user can book a meeting. 

 

The Email Notifications configures options for notifying all parties when a booking is made.  

 

Figure 10 - Notifications 

The Staff section is used if you have a number of staff in a group/department that can be booked using the 

Booking software. This is configured in the Staff section of the menu on the left.  

 

Figure 11 - Allowing users to select staff member 

 

The Availability section is if you want to set specific times, for example, Office Hours, when you can be booked 

using the software. An example is shown below: 

 

Figure 12 - Availability 



Version 0.1 

Page 9 of 11 

 

Note that it is also possible to set a group availability option that may be a superset of the above availability. 

This can facilitate, say, Staff member A is available on Mondays and Wednesdays, Staff member B is available 

on Tuesday and Thursdays and so on.  

 

STEP 3: STAFF 

The Staff section allows you to add various staff members in a group/department: 

 

Figure 13 - Adding staff 

 

STEP 4: CUSTOMERS 

The Customers section is populated automatically when a user makes a booking. It enables you to keep track 

of who used the service.  

Anyone with and AIT Office 365 account and the link can use the service.  

STEP 5: BOOKING PAGE 

This is where you configure what the end user sees.  

The Customize your page option allows you to set a theme and colour scheme for the page, in addition to a 

logo.  
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Figure 14 - Customising your page 

 

The Share your page will give you the link you can copy and paste and share with users so they can make a 

booking.  

 

 

Figure 15 - page options 

The Booking page access control option is very important. It is recommended that you leave both boxes ticked, 

so that only users within the organisation can book meetings with you.  
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The rest of the page has the familiar policy, notifications and availability options that you set earlier. The 

difference between these and the options set under Services is that these can be set for a group/department, 

whereas the individual schedules can be set under Services. 

 

OTHER OPTIONS 

The Calendar option simply displays who is free and who is busy, without giving any detailed information: 

 

Figure 16 - Staff calendar 

The Home function brings you back to the home page, with shortcuts to the various menu options described 

above.  

PUBLISHING YOUR BOOKINGS PAGE 

The link to your new Bookings page can be found under the Bookings menu item: 

 

Figure 17 - Publishing your page 

You can publish this link on your own (internal) website, or perhaps in your email signature.  

 

 

 


