MS Bookings & Instructor Office Hours
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Requesting a license

If you do not already have a license to use MS Bookings, you can request one here:
https://mcgill.ca/x/4d6 . Licenses take up to 2 business days to be assigned, and you will receive
an email confirming when your license is active.

Logging into MS Bookings

You can find the Bookings app by logging into www.office.com with your McGill credentials,

l. Bookings
m B  Simplify how you schedule and mana...

selecting "All apps" , and then clicking on Bookings

From there, you can click “Get it now”, and then create your own, new Bookings site. When
prompted for Business Name, enter the title you would like to display to people booking with
you. For example, “Courtney’s Swanky Services” or “Prof Tremblay Office Hours”. You do not
need to enter a Business Type.
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In the Business Information tab, we will set the following fields:

Business name

This is initially set to the Business Name that you entered when you first set up your Bookings
page. It will display as a title on the top of your Bookings page and in the URL for your page. It
can be modified from the Business Information tab, but that only changes the title on the top of
the Bookings page, and not in the URL. The URL is not modifiable after the Bookings page is

created.

Send customer replies to

This is initially set to your email address. It can be modified to any email address. When you
create a new service for your Bookings page, you will have the option to send an email to this

email address any time a Booking is created or changed. This is useful if you have a generic or
departmental email address that you would like to notify of your Bookings, but otherwise, you

can safely disregard this field.

Business hours

This is the widest set of hours that you could ever want to have a meeting via this Bookings
page. It is initially set to 9am — 5pm Monday to Friday, but you can adjust it to meet your
schedule. We will narrow down these time windows later on.

When you are done, click “Save”.

Setting Booking Page information

When you first view the Booking Page tab, your page will be “Not published”. This will change
to “Published” as soon as you click “Save and publish” at the top of this page.

7\ A 7
I Save and publish T Unpublish  </> Embed
- Booking page status
B McGill | e
T McGill | ot i
B o
Share your page
Collaboration |\\tn.p>wuu:|uuk office365.com/owa/calendar/CollaborationSolutions ... ‘
Solutions - ITS ¥
] =
{3 Home
Connect to Facebook

[T calendar

Add a "Book Now" button to your Facebook page.

Connect

Py Customers

A staff
2 Sewices

Booking page access control

[ Require a Microsoft 365 or Office 365 account from my organization to
book

[ Disable direct search engine indexing of booking page Leam more
D Business Information O g 3 g pag

Customer data usage consent

Show a personal data collection and usage consent toggle along with a
message on my booking page

\VA VY _

Customize your page

Chaose your color theme

Preview

Color theme

i ([ B D .
N N N . . .
B _§ NN By |

L\ Set custom color scheme for your booking page

Logo
Display business logo on your booking page



There are many settings on this page.

Booking page status
- shows you the current status of your page (Not published / Published)
- allows you to “Open published page” to view your public-facing Bookings page
- shows you the URL for your Bookings page and allows you to copy it to share with
others
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Region and time zone settings

By default, your Bookings calendar time zone and language settings will generally match the
time zone and language that you are currently working in, but occasionally this default setting
can be incorrect. You should check that the time zone is set correctly by clicking on “Change
language and time zone settings”, and verifying that the time zone is accurate. You can also
change the language of your calendar from here, which will change the way the date and time
are displayed, as well as automatically generated text on your Bookings page. Note that this
does not translate any text that you have input, such as your Business Name; you need to
translate that text manually.

Region and time zone settings

Change language and time zone settings

D Always show time slots in business time zone



Booking page access control
This set of options controls who can make a Booking with you, and how people can find your

page.

If you enable the first option, “Require a Microsoft 365 or Office 365 account from my
organization to book”, only people that are signed into a valid @[mail.Jmcgill.ca account will be
able to book with you. If you expect to meet with people that may not have a McGill account,
for example prospective students or community partners, you should ensure this option is
disabled (no check mark in the box).

Generally, you will want to enable (check mark in the box) the second option: “Disable direct
search engine indexing of booking page”. If this option is enabled, your Booking page will not
show up in web searches, like Google, Bing or Yahoo. Not showing up in these search engines
will help reduce the chances of random people or bots making false Bookings with you.

Booking page access control

|j Require a Microsoft 365 or Office 365 account from my organization to
book

Disable direct search engine indexing of booking page Learn more

Customize your page

You can use this set of options to choose from a pre-selected set of colour schemes, or set your own
using colour codes. If you choose to use a custom colour scheme, please consider accessibility and select
a set of colours that provide high contrast.

Customize your page

Choose your color theme
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Customer data usage consent (Cloud Directive)

When we are using services “on the cloud”, meaning that they are not hosted at McGill, we always need
to consider the McGill Cloud Directive. This will make sure that we are protecting our data, McGill’s
data, and our student’s data, as well as everyone’s privacy and security. You can learn more about the
Cloud Directive here: https://www.mcgill.ca/it/policies/cloud-directive

Because Bookings is part of the Office 365 suite of applications, it is already approved for use at McGill
for a very wide variety of data, including: names, email addresses, student numbers, academic details,
and almost all other types of information. The only two exceptions are:

- Personal health information, unless we have the explicit consent of the person whose health
data we are collecting. This means that if you will be asking any questions that may touch on
health information, it may only be the health information of the person booking with you, and
you must have a data collection notice and consent toggle. You can use this setting to input your
notice and require the consent toggle.

- Payment card information: we must never put payment card information (like credit card
details) into a non-PCl compliant solution, so we cannot accept that data in Bookings.

If you will not be asking personal health questions, you do not require the notice or consent toggle.

Customer data usage consent

D Show a personal data collection and usage consent toggle along with a
message on my booking page

Enter your personal data collection and usage terms here.

Scheduling Policy

Scheduling policy

Settings for when customers can book services

This is the default scheduling policy for your Bookings page. If you intend to offer multiple types of
appointments with similar scheduling parameters, this is a good place to set those, but generally, we will
set these on a service-by-service basis, so there is no need to adjust them in the “Booking page” area.



Services
To add a new service, click on “+ Add a service”. You will need to add at least one new service before
you can delete the initial service that comes as default with the Bookings site.
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Service details

Enter information about your service
Service name

Description

Default location

Add a location

(@ ) Add online meeting @

You will give the service a name, which will appear on your user-facing Bookings page.



You can also optionally provide a service description, but this is not obviously visible on the user-facing
Bookings page, so it is often not read by the people trying to book with you.

The default location can be a physical address, or it could be a link to a web-conferencing service other
than MS Teams, such as WebEx or Zoom. If you intend to use MS Teams, you can leave this field blank,
and simply toggle the “Add online meeting” slider to the “on” position.

Add online meeting will automatically add a Teams meeting link in all notifications, emails, and calendar
entries regarding your Booking. You can turn this on if you would like to use MS Teams for your
meetings.

Default Duration and Buffer time

Default Duration

Days

0 \/‘ Hours | 1 \/‘ Minutes | O v‘

Buffer time your customers can't book

@ o

Before
Hours | 0 v‘ Minutes| 0 ‘
After
Hours‘ 0 v ‘ Minutes| 0 v ‘

@ ) Let customers manage their appointment when it was
“——" booked by you or your staff on their behalf.

The default duration, in Days, Hours, and Minutes is the length of time that you would like to be booked
for the formal meeting. 10 or 15 minutes are common choices for office hours, but you may choose
more or less time as you need it.

Buffer time is a period before or after a scheduled meeting, during which you cannot be booked again,
so that your meetings aren’t scheduled back-to-back. This gives you time to get a coffee, send an email,
catch your breath, or protect you against one meeting running long and putting you behind for your
whole day. 5 minutes after each meeting is a common choice.

The last toggle option: “Let customers manage....” can be left as default.



Maximum Attendees
When you select a maximum number of attendees, you are permanently selecting between two options
for your service: Is the service one-on-one, or group?

If you select 1 attendee, only one person will be able to reserve each slot that you make available,
though more people can be invited to the meeting itself by forwarding the email confirmation or
calendar invite. You will not be able to adjust this setting after you finish creating the service.

If you select a number other than 1, then the service is a group service, and more than one person (up
to the maximum that you specify) may register for each time slot. You can adjust this maximum after
you create the service, but you will never be able to set it to 1.

Maximum number of attendees per event

Maximum Attendees ‘ 1 B ‘

Default price and Notes
You can leave both of these as default: Price not set (otherwise, pricing information will appear on your
service), and no notes (because these notes are not visible to the user).

Default price

‘ Price not set b3 ‘

Notes (internal only)

Custom Fields
This is where you may collect more information about the person that would like to book with you. Click
“Modify” to see what questions you are asking of the people booking this service with you.

Custom Fields

No custom fields selected. You can modify the selected fields
below.

Modify

There will always be a field for the person’s name, and in addition, there are four questions that are
asked by default: Customer email, Phone number, Customer address, and Customer notes. The
customer email is a required question by default, and the others are optional by default. You can de-



select any of these existing questions by clicking on the grey box that contains the question, and you can
change whether it is required or optional by selecting the checkbox next to “required”.

If you would like to add additional custom fields, like “Please provide your student number” or “What is
your question?”, you can do so from the “+ Add a question” button at the top.

v 0k +Adda question v

Customer information

Select what customer details you want displayed on the booking page. Name is always required.

Required
(] Required
[ Required
(] Required
Custom Fields
Select custom fields to add to the service.
This is a Q&A session. Please write down your questions here so w... Required
What is your major? Required

Custom fields display order

Following is the current order of custom fields. To change the order, clear selection and reselect
custom fields in the order you want.

Reminders and Confirmations

Reminders and Confirmations

1day: Just a quick reminder that your ser... A & X

Email reminder Send reminder to

1 hour % | ‘ Customer v

Reminder message to send

Enter reminder message here [optional)

‘ Save H Discard |

Add an email reminder

The Bookings system will handle automatically sending reminders to the people that have booked with
you. By default, a reminder is sent 1 day in advance, but you can add more reminders (a 1 hour



reminder is often very helpful) by clicking “Add an email reminder” and selecting your desired settings
for the reminder. You can also customize the text in the reminder, which is recommended since the
default text is somewhat vague.

You can also optionally add text to the automatic confirmation email that is sent when someone books
with you.

Additional Information for Email Confirmation

g M A B I U »2 A

Add any additional information and links to send to people
that book this service with you. They will see this content in
the email confirmation they receive.

Publishing options
This option must be on for your service to show on your Bookings page and be bookable.

Publishing options

Show this service on the booking page

Online Scheduling options

If this option is on, this service will follow the default scheduling policy as set in the Booking Page area,
and all the following options will be greyed out and cannot be changed. If it is off, the service will ignore
the default settings, and use the settings that follow.

Online Scheduling options

(] Use the default scheduling policy

Scheduling policy
Time increments: set this to the duration of your meeting, plus any buffer time. So if you set a meeting
duration of 10 minutes, and a 5 minute buffer after, set the time increments to 15 minutes.

Minimum lead time: how much notice do you need before meeting with someone? Common settings
are 12 hours or 2 hours, but you may need more notice or less. Note that this setting is in hours.



Maximum lead time: how far in advance will you allow someone to book with you? Generally, you will
want to keep this set to 14 days or fewer. Note that this setting is in hours.

Scheduling policy

Settings for when customers can book services

Time increments

3 i . 30 minutes e
Show available times in increments of:
Minimum lead time =
M Tead e For 24 3
Ainimum lea
oo 10 =
allc

Email notifications

“Notify the business...” should generally be turned off. By default, when someone books with you, both
you and they will receive an email. This option generates a third email, and sends it to the email address
that you specify in the Business information area.

“Send a meeting invite...” should generally be turned on. This sends a calendar invite so that your
meeting can be easily added to someone’s calendar.

Email notifications

] 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.

Staff
This option should be off, unless you have multiple staff members on your team that meet with people,
and you’d like the people trying to book with you to be able to select between those staff members.

Staff

[ Allow customers to choose a specific person for the booking

Availability

This is where we narrow down the time slots that are available for booking. By default, the General
availability is set to “Bookable when staff are free”, but it is common to only accept meetings during
certain time slots on certain days. To set that up, change the General availability drop down to “Custom
hours (recurring weekly).



Availability

In general, a service can be booked when its staff are free. If you
wish to customize this further, you can do so below.

General availability:

Bookable when staff are free g

+ Set different availability for a date range

Once you have changed that setting to “Custom hours (recurring weekly)”, more options will appear,
and you can build your schedule for this service. To remove a time slot, use the X next to it, and to add
an additional time slot, click on the + next to the day you would like the additional slot. For example, we
see below a schedule that only offers meetings 9-11am and 4-5pm on Mondays and 3-4pm on
Wednesdays.

Note that by default, Bookings will also respect your free / busy status in Outlook calendar, so if you
have an event or meeting in Outlook that is set to “Busy” during your regularly bookable time slots, the
Booking page will not offer that time slot as available.

Availability

In general, a service can be booked when its staff are free. If you
wish to customize this further, you can do so below.

General availability:

‘ Custom hours (recurring weekly) W ‘
Monday ‘ 9:00 AM N ‘ ‘ 11:00 AM 2 ‘ X

‘ 4:00 PM ' ‘ ‘ 5:00 PM ~ x i
Tuesday Mot bookable =]
Wednesday ‘ 3:00 PM N ‘ ‘ 400 PM 2 d ‘ X +
Thursday Not bookable o 5
Friday Not bookable ==
Saturday Mot bookable £
Sunday Not bookable =

+ Set different availability for a date range



Assign Staff
In the case of office hours, you are probably the “staff” person that will be meeting with the students.
Click your name from the Assign Staff selector to assign yourself to the service.

Assign Staff

CS  Courtney

Once you are done, click “Save” at the top of the screen to create your service. Don’t forget to delete
the “Initial consult” service, by hovering over it and clicking the trash can icon that appears. Be careful to
delete the correct service — not the new one that you just created!

Finishing up and getting help

Test your Booking page by browsing back to “Booking page” and clicking on Open published page. This
will open your Booking page in a new browser tab so that you can verify that the time slots are showing
up as expected.

If everything is as expected, then you are ready to share your Booking page link with your students.

Still need some support? You can book a personal 30-minute Q&A and set up help session here:
https://mcgill.ca/x/4sV




