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Setting up your account
Accepting the invitation

Emma Lyons has invited you to simplify scheduling

4
e Calendly <notifications@calendly.com:= il

To @ Hazel Hegarty 23/

@ If there are problems with how this message is displayed, click here to view it in a web browser,

@

Calendly is a simple, elegant scheduling tool that lets people schedule with you in
just a few clicks—no tedious back-and-forth required. Click below to accept the

invitation and you'll be up and running in a matter of minutes.

Accept Invitation

Please note that your Calendly account and billing will be managed by Emma

Lyons.

Sent from Calendly

You will receive an email from notifications@calendly.com saying that a team member is
inviting you to use Calendly. If you cannot see this email, please check your junk folder.

Click ‘Accept Invitation’. This will take you to the Calendly website where you will follow the
instructions to set up your account.


mailto:notifications@calendly.com

Setting up your profile

Once you have set up your account, you can make sure everything is set up correctly.

Go to your Account Settings page.
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From here, you can personalize your profile, so your invitees can learn more about you.
These details will show on your booking page.

Under Profile, you can adjust your name, welcome message and language. You can also
upload a picture if you would like to.

Account Settings

Profile
| Upload Picture |

Branding -
JPG, GIF or PNG. Max size of SMB.

My link
Phone Number(s) Name
Login Hazel Hegarty

Cookie settings

Welcome Message

Welcome to my scheduling page. Please follow the
instructions to add an event to my calendar.

Language

English v


https://calendly.com/account/settings/profile

Under My link, you can adjust your URL. This will be a link you can send to your coachees
when they make their session bookings.

Account Settings

Profile Changing your Calendly URL will mean that all of your
copied links will no longer work and will need o be
Branding
updated.
My link

calendly.com/  hazelhegarty
Phone Number(s)

Login

Cookie settings
Save Changes

Connecting your calendar

To connect your calendar, navigate to your Calendar Connections page.
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https://calendly.com/app/calendar_connections

Here, you’ll connect your main calendar. If you already see a calendar connected, you may
have already connected a calendar during your sign-up process.

Calendar Connections

My Calendar Account 1/6 <+ Add Ca\enda'ﬁ-:-:oun:)

While you can connect multiple calendars, Calendly can only add events to one calendar.
You can choose which calendar that is under Add to Calendar, then select Edit.

Calendar Connections

My Calendar Account 1/6 <+ Add Ca\enda'A-c-c-ou1:>

Office 365
EI ; 4k Disconnect
Hazel.Hegarty@thefrontline.org.uk
Configuration

Check for conflicts

= ihecs endar(s) to chack for conflicts to prevent double 1 Check HazelHegary@thefrontling.org.uk Edit

i
o

* Calendar

Add to calendar
Set the calendar you would like to add new events to as

:re;.'re scr

M Add to Hazel.Hegarty@thefrantline.org.uk Edit

* Calendar

For further guidance on specific calendars please see the following:

e Google Calendar

o Office 365 Calendar

e Exchange Calendar

e Qutlook Desktop Plug-in

e [Cloud Calendar



https://help.calendly.com/hc/en-us/articles/223193288
https://help.calendly.com/hc/en-us/articles/360000586634
https://help.calendly.com/hc/en-us/articles/360037900034
https://help.calendly.com/hc/en-us/articles/360000846593
https://help.calendly.com/hc/en-us/articles/236174208
https://stonly.com/widget/en/sYVlyZCKQ7/view/1356970,1357016,1357015

Connecting Zoom and Microsoft Teams

To connect video conferencing, go to the Integrations page, select your video
conferencing platform, and log in. Go to Integrations > Video conferencing.

Home Availability Integrations  Help - H ) Account -

Integrations

Video conferencing
All integrations

Most used o i.
Video conferencing u

Zoom Google Meet Microsoft Teams
Calendars

ogle Meet

our Calendly

Extensions and apps

Sales and CRM
Marketing

Email messaging

Analytics GigTo w

Embed Calendly GoTo Meeting Webex

Payments
Security and compliance

APl and connectors

Click on Zoom:
1. Select Connect Zoom.
2. Sign in to your Zoom account.
3. Select Authorize to let Calendly access your Zoom account.

You should see this page when you have connected:

I(( Imegratwuns::\ Zoom Setup

Connected by
coachingsessions@thefrontline.org.uk


https://calendly.com/integrations

For Microsoft Teams, follow the same steps above but after clicking on Microsoft Teams.
Your page will look like the below image when you have connected:

— [ ]
|<<\|'1Lratiuns>l * Microsoft Teams <+ @ Ccllendlg

Conferencing

Congratulations! You can already schedule with Microsoft Teams Conferencing because your Office 365 calendar is connected

with Calendly.

® Connected by
Hazel.Hegarty@thefrontline.org.uk (Menage Calendar Connec’.ion)

Create your schedule

To understand when you can accept new meetings, Calendly looks at your availability from
two main places:

1. Your connected calendar, like Google, Outlook, etc.
2. Your Calendly schedule, which you'll set up next

3. Go to the Availability page.

Home Availability Integrations  Help - H ) Account -

4. In this section, you can build out schedules to tailor your available hours. For
example, having different schedules for the different areas work you do.

Set your availability

Choose a schedule below to edit or create a new one that you can apply to your event types

SCHEDULE

£ Working hours B Frontline hours <+ Mew 5chedu|e>



https://calendly.com/app/availability/schedules

F

5. You can remove hours from some days or block entire days altogether. If you want
to remove a day, you can deselect it, or use the trash icon.

Set your weekly hours

SUN

MON

TUE

WED

THU

FR

SAT

If there are hours that fall outside of the availability
in your schedule, you can also set a date override.
Date overrides are for times that don’t follow a
pattern, like holidays or days you know you won'’t

be in office.

Unavailable

10:00am

4:00pm

10:00am

10:00am

10:00am

Unavailable

Unavailable

3:00pm

5:00pm

5:00pm

5:00pm

5:00pm

Click on Add a date override.

Here you can select the specific dates you want
available and the times for them.

Then click Apply.

Add date overrides

Add dates when your availability changes

from your weekly hours

( Add a date override )

Select the date(s) you want to assign
specific hours

September 2022 < >
SUN MON TUE WED THU FR SAT

2 -
4 5 6 7 8 (

1 12 13 16 17

14 15
19 20 oe 23 24
- 000 - -

18

What hours are you available?

9:00am | - 5:00pm o +



You can see in the below example, this schedule is set to only offer times on specific dates
after following the above steps.

Frontline hours ¥
ACTIVE ON TIME ZONE
0 Event Types ~ UK, Ireland, Lisbon Time v = Listview = & Calendar view
Set your weekly hours Add date overrides
Add a date override )
SUN Unavailable + = <
21Sep—225ep 2022 9:00am - 5:00pm ﬁ
MON Unavailable + @
26 Sep— 28 Sep 2022 9:00am - 5:00pm ﬁ
TUE Unavailable + @
WED Unavailable + @
THU Unavailable + ﬂ
FRI Unavailable + ﬂ
SAT Unavailable + @

Once you're happy with your schedule, you can apply it to any event types that need these
times.

T L O P LT AP Y L AL A Gl i M B ISTY A LI P A WY S F L e W L LY

SCHEDULE

£ Working hours B Frontline hours + New schedule

Working hours

default schedule
ACTIVE ON TIME ZONE
1Event Type ~ UK, Ireland, Lisbon Time ~
Bearch...

Select all Deselect all + ﬁ

ACTIVE ON

Frontline Y2 coaching - session 1



You can create as many schedules as you like and apply them to different event types.

For further guidance see:

o Define your available hours using schedules

e How to set up and edit your available hours

Share your event link

The first option is to share your landing page link, which includes all active event types for
your invitee to choose from. This is the link we looked at when editing your profile.

You can copy it from your Home page, under your name. This link will take coachees to a
page which shows all your session types, where they can choose which type of session to

book with you:

Hazel Hegarty

. Frontline Y2 coaching - session >
1

If you can no longer attend your session you must
notify your leadership development coach. Any
sessions cancelled within 24 hours notice will be

count as spent.

The second option is to share your event link. If you want your invitee to book a specific
event type. You can access it from the Share button on your event types.

Event Types Scheduled Events Workflows Routing Forms
L Filter

Hazel Hegarty
calendly.com/hazelhegarty

T~

Frontline Y2 coaching - session
1

1hr, One-on-One
View booking page

H

¥ Copy link


https://help.calendly.com/hc/en-us/articles/360056888293
https://help.calendly.com/hc/en-us/articles/360055073694
https://stonly.com/widget/en/fi8CnY8B1B/view/1357001,1368473,1368472
https://stonly.com/widget/en/fi8CnY8B1B/view/1357001,1368473,1368472
https://calendly.com/event_types

F

This will take coachees directly to book for the specific session type:

&« Select a Date & Time
°
Front Ine September 2022 < >
MOM TUE WED THU FRI SAT SUN

Hazel Hegarty
Frontline Y2 coaching - 5

o]
~l
(=]
]
[=]

session 1 .
2 3 14 15 6 17 18
O 1nr
9 20 21 22 23 24 25
If you can no longer attend your session you
must notify your leadership development coach. 26 27 28 29 30

Any sessions cancelled within 24 hours notice
will be count as spent.

® UK, Irelang, Lisbon Time (1:14am) «

Cookie settings X Trousleshoat

When you select Share, you also have the option to:

e Share alink: This creates a link for your event, for you to share with your invitee.

o Add times to email: This lets you select a handful of times to add to an email.

o Addto your website: This creates code for you to add Calendly to your website. To
view examples of what this looks like, check out these embedded Calendly booking
pages.

For further guidance see:

e Sharing your scheduling link



https://help.calendly.com/hc/en-us/articles/223193448
https://help.calendly.com/hc/en-us/articles/4403226634647
https://help.calendly.com/hc/en-us/articles/223147027
https://calendly-embed.com/
https://calendly-embed.com/
https://help.calendly.com/hc/en-us/articles/223193448
https://stonly.com/widget/en/W7mLXrxcwb/view/1368551,1368894,1368895
https://stonly.com/widget/en/W7mLXrxcwb/view/1368551,1368894,1368895

