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Google calendar time slot booking

Google Calendar has a feature called Appointment Schedules that lets businesses book appointments with clients or customers. Unlike Google Calendar Appointments Slots, it allows creating shareable pages for booking meetings in person, via phone call, or using Google Meet, with email notifications as confirmations and reminders. The settings are
flexible, allowing you to customize the schedule according to your needs. However, this feature is only available to certain types of accounts, including those subscribed to Google Workspace Individual, but not Business Starter accounts. If you have a Google Calendar account for work or school, you can use either Appointment Schedules or
Appointment Slots. The setup process involves signing in to Google Calendar, clicking the gear icon to access settings, and choosing "Appointment Schedules" from the left navigation panel. From there, you can choose to create an appointment schedule by clicking on a date and time, selecting the tab for creating a new schedule, adding a title, and
continuing through the setup process. The Bookable Appointment Schedule sidebar will appear where you can configure each setting for bookings, including the duration of appointments, which must be at least 30 minutes long. You'll also need to set up general availability by selecting the days of the week and choosing timeframes or specific days.
This feature gives you complete flexibility to customize your appointment schedule according to your business needs. To set up your appointments, you can choose from Google Meet Video Conferencing, In-Person Meeting, or a Phone Call, and optionally select None if you want to specify the location later. You can also add a description that appears
on booking pages and in email confirmations, such as an explanation of your service or a note about your privacy policy. When creating the booking form, provide the person's first and last name along with their email address. If needed, expand the section to include additional fields like phone number by clicking "Add an Item." For email reminders,
you can select both yourself and the person scheduling the appointment to receive a confirmation email with the Google Calendar invitation. You can also choose custom timeframes for reminders or send them up to 5 times before the appointment. After setting up your schedule, click "Save" at the bottom, then visit or copy a link to your booking page
to see your appointment schedules. 1. Set up appointments with Google Calendar by creating a new schedule, adding title and duration, and setting availability. 2. Configure appointment settings, including general availability, scheduling window, and booked appointment settings. 3. Create a booking page for your appointments, specifying how and
where you meet clients, and editing event details to include a link to a preferred conferencing service. 4. Install calendar add-ons to enhance functionality and customize the experience. **Step 1: Create appointment schedule** Open Google Calendar on a computer and click "Create" at the top left corner. Select "Appointment schedule" and set up
your appointment settings. **Step 2: Configure appointment settings** In the "Bookable appointment schedule" panel, set your appointment description, duration, and availability. Click "Next" to proceed. **Step 3: Create booking page** Configure your booking page settings by clicking "Save". You can update your profile photo, name, and location, as
well as select how and where you meet clients. To enhance your Google Calendar experience, you can configure various settings and features to suit your needs. First, consider adding fields for attendees to fill out upon request, including essential details such as first name, last name, and email address. This process involves clicking the "Add an item"
button to add more fields. Next, review the payments and cancellation policy. Once you've connected a Stripe account to Calendar, you can request payment for appointments. You can learn how to incorporate this feature into your booking process. For confirmation emails and reminders, you can set up notifications to be sent to clients upon booking.
These can include up to five reminders, with the option to add more reminders by clicking "Add reminder." However, note that you cannot edit the text of these reminder emails. To manage your appointment schedule, click on the View switcher menu at the top right corner of Google Calendar and select "Show appointment schedules." If you're unable
to find this feature, try selecting "Day," "Week," or "Month" in the View switcher menu. Keep in mind that appointment schedules are always visible in the Calendar app. If your appointment schedule is hidden, don't worry - there are ways to still access and manage it. You can view booked appointments on your calendar, create new schedules or add
time slots to available ones, and even edit existing appointment schedules by clicking "Edit appointment schedule" and making necessary changes. Your appointment schedule will automatically sync with your Google Calendar, ensuring that conflicts are avoided when checking for availability. When you RSVP to an event in Google Calendar, it will
also affect the booking page's visibility to avoid scheduling conflicts. To understand how appointment schedule visibility works, consider the following: anyone with edit permission can make changes to the schedule and find new bookings on your calendar, while others with your booking page link can only check for available time slots. If you share
your booking page but not your calendar, others won't be able to access your events. Additionally, if you turn off "Check calendars for availability" on your booking pages, all appointment time blocks will appear as open. However, past appointments and non-appointment events accepted through booking pages will still remain visible. Lastly, even if
the feature is turned off, others can book each appointment slot on a booking page only once. To manage time effectively for meetings and appointments, Google Calendar offers a feature called "appointment slots." This allows users to block specific times on their calendar, share links with others, and reserve those times for meetings. Suitable for
professionals who frequently meet with clients or colleagues, such as teachers, supervisors, and business owners, appointment slots enable easy scheduling and organization. To set up appointment slots, create a new event in Google Calendar, choose the "Appointment Slots" option, and enter title and duration details. Sharing the link to the
appointment page allows others to reserve available times, while users can view reserved slots, edit events, and attach files for meetings. To accommodate guests in your appointments, follow these steps: On your Google Calendar appointment page, double-click the block to open details. Enter their name or email address in the "Add Guests" box on
the right side. Save changes and optionally send an invitation email.
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