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1.Type of Users: 

    

   a. Existing Salesforce User 

   b.External User (Public User) 

    

 2. Book Meeting Tab: 

2.1 Steps to Book Meeting: 
Scenario: If an internal user of an organization wants to book a meeting with his fellow 
colleague or a user who is also a part of the same organization. 

1. Click on the Book Meeting Tab on Outlook Calendar Integration app. 
 

 

 

2. In the book meeting Tab, fill up the meeting details. 
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a. Enter Subject name. 
b. Enter Description. 
c. You can change the Host according to your choice. 
d. Time zone- Select the time zone according to your region. 
e. Select the Participant Type-with whom you want to schedule a meeting. 
f. You                        can select either of two options- Contacts or User OR Contact and User. 
g. Select the date 

 
h. You can create new /add participant by clicking on icon in the right- hand 

side of the screen. 
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i. Enter first name, last name phone, email, and company name to create new contact. 
j.  Duration of the meeting 
k. After selecting the duration, the calendar shows up where you can select slots whichever suitable 
l. Click on book meeting. 

 
m. Once you click “Book” a successful toast message will appear which means Booking has 

been done successfully. 
n. Once meeting has been booked, the sender and the recipient will receive an email of 

confirmation. 
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 Email received by the sender: 
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Recipient’s email: 
 

 

 

 

 

 

 

 

 

 

 

 

3.Meeting Invite Tab 

Scenario 2: If the host wants to book a meeting with an existing user. 

 

 

 

 
1.Click on the meeting invite tab in the application. 
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1. Select Invitation Type. 

Existing: 

a) Individual 

b) Group 
 

3.1 Individual Invitation 
 

a) Individual: If you select Individual, the meeting invite via email will be sent 
individually/separately to each one of them in the selected participant list. 
Each one of them can book the meeting at their own pace. 

 

Note: All the previously sent invitations are visible. If you are going to create new 
meeting invite, then Click New. 

 

 

 

 
Note: Click on the new to create new meeting invite. 
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2. Select Participant Type i.e., Contact/User OR you can select both. 

4.Add Participant of your choice. 
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5. Select hours in which the link needs to get expired. 
6. Click Next 

 

 

 

 

7. Enter Meeting Subject. 
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8. Enter Meeting Description 
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9. Hit send, and the meeting invite link via email will be sent successfully. 

10. You will receive meeting invite link via email of the meeting details and the calendar 
will be blocked at the chosen time slot. 

 

3.2 Group Invitation 

b) Group: If you select Group, the meeting invite via email will be sent as in a group 

and one out of all the selected participants will be able to book the meeting. 

 

 

 

1. Select Group Category 
2. Click Next 
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3. Select Participant Type i.e., Contact/User OR you can select both 

4. Add Participant of your choice. 

5. Enter meeting subject and description. 

6. You can add Participants (More than one, it’s a group meeting) and click next. 
 

 

 

6.Select hours in which the link needs to get expired.  
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7.Click Next 
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10. Hit send, and the meeting invite link via email will be sent successfully. 

11. You will receive meeting invite link via email of the meeting details and the calendar 
will be blocked at the chosen time slot. 

 

 

3.3 Book Meeting (Individual) 

(On receiving the meeting invite link) 

 Steps to book the meeting: 

 

Scenario 1: To book a meeting for an existing User with an invitation type: INDIVIDUAL. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
This is an email received for the invitation type: Individual. 
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1. Go to Book meeting in the email you’ve received. 
2. Enter all the details. 

a. Subject 
b. Description 
c. Date 

3. Duration- Select some suitable slots. 

4. Time zone- Select the time zone according to your need. 

5.Book meeting 

 Once you book the meeting a successful toast message shall appear in 
the top. 

 

 

   

   

3.4 Book Meeting (Group) 

Scenario 2: To book a meeting for an existing User with an invitation type: GROUP. 

 

1. Go to the Book meeting link in an email you received. 
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2. Enter all details. 
a) Subject 
b) Description 
c) Date 

 

 

 

3. Select some suitable slots- Duration. 

4. Time zone- Select the time zone according to your need. 
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5.Click Book meeting. 
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Important note: In the group Invitation Type, only one participant will be able to book the 
meeting. The meeting will be booked on mutual understanding of all the participants who 
belong to the same meeting. 

 

3.5 Book Meeting (Guest User) 

Scenario 3: To book a meeting for Public Users. 

 

1. Go to the meeting invite tab. 
2. Go to Public User Category 

 

 

3. You could see previously generated links. 
4. Create New to create new Link. 
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5. Enter the meeting title of your choice. 
6. Set the Link expiry time by clicking on the drop down “Invitation expires in”. 
7. Click on Create 

 
 

The generated link which can be copied is to be sent via any 
medium of communication. 

    Ex: Gmail, WhatsApp, or any social media medium. 

8. Copy the link. 
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9. You can see set of links that are generated prior. You can reuse it by copying the same 
and send it to public users via any communication medium. 

10. When you click on the Public URL that’s generated, here is how you book the meeting. 
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4.My Meetings Tab 

 

 

 

 

 

 

4.1 Invitations: 

1. Go to Invitations. 
2. You can sort existing invitations based on Expiration time and Created time. 
3. In existing invitations, click the right arrow mark and you are set to book the meeting. 
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4. You have a choice to add participants. 
 

 

 

5. Enter all details in the tab displayed. 
6. meeting Description and title will be pre-populated. 
7. Time Zone- Select the time zone of your choice. 
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8. Enter the date and duration. 
 

 

  

9. Click on the button ‘BOOK”. 
10. Now the meeting is booked. 
11. You can see list of meetings you’ve booked in the meetings category. 

 
4.2 Meetings: 
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1) Click on the icon in the existing meetings to see the details. 

2) You have a drop down with 3 options. 
a) All 
b) Host 
c) Date 

3) You can Select and search accordingly in the next Search Bar. 
4) You can filter with options start time and Created Time. 

 
 
 
5.URL Tab 
 

 
 

a) In the URL tab you can see the booked URL’s. 
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                      THE END 
 


