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Type of Users: 

1. External User (Community Site User) 
2. Internal User (Salesforce User) 

Note: As this is a setup for Google Calendar only, so the host needs to have a Gmail account. 
Participants can have any email address, example: Outlook. 

Type of Flows: 
1. External to Internal Flow. 
2. Internal to External Flow. 
3. Internal to Internal Flow. 

 

External to Internal Flow: 
 

Steps to Create a Meeting Request: 
 

Scenario: If the external user is not an existing client of the organisation and wants to 
schedule a meeting with an internal user of the organisation. 
 

1. Click on the site or community site URL from the company website. 



 

2. In community site, fill up the meeting details. 
a. Enter Meeting name. 
b. Enter Description. 

 

c. Select the Role (Designation) with whom you want to schedule a meeting. 

 

d. Time zone, whichever time zone you are in.  



 

e. Duration of the Meeting. 

 

f. After selecting the duration, the calendar shows up where you can select 
slots whichever is suitable. 

g. Can select multiple time slots. 

 



3. Click save details. 
4. Enter Company Name, First Name, Last Name and Email Address and click send 

request. 

 

 

Steps to accept meeting request: 
 

Scenario 1: Accept meeting request by internal user. Request sent by External User: 

1. Go to meeting request record page. 



 

2. Click the accept request action button. 

 

3. This will pop up a custom component which will ask to select one slot from the 
available slots provided by the sender. 

4. Select one slot and click accept. 

 



5. The event will be created, and Google calendar will be blocked of both users (Sender 
and Receiver). 

 

Internal to External Flow 
Scenario 1:  Steps to Create Meeting Requests: Create meeting request to existing client 
(Internal to Client flow): 
 
 

1. Go to GCC Tool tab. 

 

2. Enter all details. 
a. Description. 
b. Duration. 
c. Meeting Name. 

 

d. Company Name (Account). 



 

e. Add contact(s) of the account. 

 

3. Select some suitable slots. 

 



4. Click create. 
5. You will be redirected to the newly created record page. 

Accept Meeting Request by external client: If external user is an existing client of the 
organisation and the internal user has requested a meeting request. 
 

1. Click on the meeting request link sent by the internal user via email. 

2. The URL will redirect to a site or community page. 

3. The meeting details would have been auto populated. 

4. Select the appropriate slot suitable. 

5. Click save. 

6. You will receive an email of the meeting details and the google calendar will be 
blocked at the chosen time slot. 

 

Scenario 2: Create meeting request to existing clients and users of the organisation 
(Group Meeting): 
 

1. Go to the GCC Tool tab. 

 

2. Enter all details. 
a. Description. 
b. Duration. 
c. Meeting Name. 



 

d. Company Name (Account). 

 

e. Add contact(s) of the account. 

 



f. Toggle the Add user button. 
g. Search user(s) from the search bar and select. 

 

3. Select some suitable slots. 

 

4. Click Create. 
5. You will be redirected to the newly created record page. 

 

 



Accept meeting request if the internal user has requested the meeting for multiple users 
(Group Meeting): 

1. The receivers will get an URL via email. 

 

2. Click on the URL to visit the site or community site. 

 

3. Choose one slot from the available slots. 

 



4. Click save. 
5. The event will be created, and Google calendar will be blocked for all the users 

(Sender and Receivers). 

 

6. The first one who accepts the request and schedules, it will affect all the 
participants. Everyone’s calendar will be blocked. Later if other users try to open 
the link, it will show as below- 

 

Internal to Internal Flow: 
Scenario 2: Create meeting request to internal user. 

1. Go to the GCC Tool tab. 

2. Enter all details. 

a. Description. 

b. Duration. 

c. Meeting Name. 

d. Toggle the Add user button. 

e. Search user from the search bar and select. 



3. Select some suitable slots. 

4. Click Create. 

5. You will be redirected to the newly created record page. 

Accept meeting request for internal user sent by internal user: 
 

1. The receivers will get an URL via email. 
2. Click on the URL to visit the site or community site. 
3. Choose one slot from the available slots. 
4. Click save. 
5. The event will be created, and Google calendar will be blocked for all the users 

(Sender and Receivers). 

 

 

  

 


