
How to Set-up a Bookings Calendar for Fall Conferences –New Bookings

Step 1: Head to www.sd22.bc.ca and access the Office 365 link from staff resources.

Step 2: Select bookings from the available apps on the left-hand side of the screen.  You may 
need to follow the steps outlined in the diagram as 1,2,3 to locate it on your device.
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http://www.sd22.bc.ca/


When you open the bookings app you will be greeted with this home page. 
If you haven’t done it yet, toggle to the new bookings page, by selecting the 
toggle labeled with the arrow.

If you see the homepage above, ensure you toggle to get the new bookings page as shown below.

Step 3: Create a new booking-This infographic will cover creating a bookings calendar from 
scratch.  To see how to edit a cloned calendar see the infographic on the learns site.



Step 5: Name your Calendar and click create calendar. Name your calendar 
something that will make sense to you.  This is the title that will be posted on your 
bookings page. Ensure you name your calendar with the month and year as they 
cannot be deleted.

Step 6: Invite staff – if you are running a central calendar you will want to add all 
the teachers in your school, when you start typing their names, they will appear in 
a drop down.  If you are doing your own calendar, you will simply hit next.  Roles 
can be assigned at this step or edited later in the staff tab.

Step 7: You will be prompted to create your first service here, click next for now as 
we will create and edit services within the calendar at a later step.



Step 8: Ensure that you choose “anyone” for who can book appointments to ensure that all 
parents can access the information.

Step 9: Select “Booking page” from the left navigation menu and click the down arrow by “Business page 
access control” Click to disable direct search engine indexing.  We only want people with the link to book.

Step 10: Now select the down arrow by “Default scheduling policy”.

These notifications mean that 
the owner of the calendar will 
get an email every time 
someone books in addition to 
the teacher and that parents 
get double emails when they 
book.

Ensure this is checked so 
that families can choose 
the correct teacher.

Set your length for what 
you need.

This means that things 
need to be booked at least 
one day in advance.

This means families can 
book as soon as the 
calendar link is shared.



Here is where you will set 
the times for your 
interviews.  This is will be 
individual to each school 
and using the “+” allows 
you to add in breaks etc. 
for all staff available on 
this calendar.

Clicking on the garbage can 
icon makes a whole day 
not bookable.

Continue step 10 to set up availability for your booking page.

Step 11: Now click the down arrow by “Customize your page”.  Here you can change the page 
template between New and Classic (I personally feel “New” looks sharper), change your 
colours or choose a logo. If you want to view the layout you can click on the link at the top 
under “Your booking page”.  Once you are done ensure you click “Save” at the top.

Step 12: Using the left navigation menu click “Business information”.  Here is where you can 
add your school logo as well as set your business hours, this will save you a lot of time if you 
are doing a central calendar for all your staff. Click the down arrow by “Business hours” and 
match your interview times.  Ensure you click “Save” at the top.

Ensure that the general 
availability is set to 
“Custom Hours”



Step 13: Here you will access your “Services” from the left navigation menu and click “Edit 
service” make it reflects your schools needs.

Step 14: Basic Details.  Here is where you will name your service, add a description, a location, 
decide if this is an online meeting or not (remember if you turn on the teams link it will create 
individual links for every meeting) and set the duration. As my example is in person you will see 
my Teams meeting toggle is off.

Step 15: When you scroll down you will see “Maximum number of attendees”.  This is where you will 
change it to account for multiple families at one time.  This is changing how many students/families can 
book into one time slot.  If conferences are remaining one on one then this will stay 1, even in the case of 
separated families. Last “Save changes”



Step 17: Using the left navigation menu within Edit service choose “Assign Staff”.  As you have 
already added your staff to this booking calendar you simply need to select everyone that can be 
booked for this service.

Step 16: Using the left navigation menu within Edit service choose “Availability options”.  As you 
have set up your default scheduling policy for your conferences already all you have to do is toggle 
“use the default online scheduling and availability policy”

Step 18: Using the left navigation menu within Edit service choose “Custom fields”.  Here to where 
you can choose what information you collect from parents when a booking is made.  You can add 
custom fields, I suggest adding one that collects the students first and last name.

You can choose what 
information parents can 
leave and what is 
required.  Ensure email 
is required.

You want your 
custom field 
selected and 
required.



Step 19: One the left navigation menu within Edit service you are going to choose reminders and 
notifications.  This enables you to send a custom reminder to your parents the day before the interviews. 
You will scroll down and click “Add an email reminder” Once you have added your reminders click “Save 
changes” and you have completed all the steps of your service.

Step 20: Now you need to create additional services, this can be done in two ways. 1. Click “Add new 
service” and follow steps 13-19 with your new information. 2. Click “Copy Service” by hovering over the 
service and clicking the icon that looks like a stack of paper. Once you have copied the service you can 
just edit the things that a different (such as title or if a teams link is required).  Both ways are equally 
effective, and it depends what you are most comfortable with.

Step 21: Viewing your booking calendar and share your link.  Always a good idea to go in and 
ensure that things look how you want, staff are available, and the times are correct.  The icon 
with the stack of paper is how you will copy the link and share it out to your school community 
when you are ready.
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