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Overview

As a Lynn University Full Time Staff or Full Time Faculty member, Bookings is available for you to use. Bookings 
can be setup for your personal calendar or for a team depending on your needs. 

Microsoft Bookings makes scheduling and managing appointments a breeze. Bookings includes a web-based 
booking calendar and integrates with Outlook to optimize your staff’s calendar and give your customers flexibility to 
book a time that works best for them. Automated notification emails reduce no-shows and enhance customer 
satisfaction, and organizations save time with a reduction in repetitive scheduling tasks. With built in flexibility and 
ability to customize, Bookings can be designed to fit the situation and needs of many different parts of an 
organization. The Bookings calendar is a mailbox in Exchange Online.

Bookings provides you the ability to make your organization’s meetings virtual with online meetings via Microsoft 
and Skype for Business. Each appointment booked as an online meeting creates a unique meeting link that Teams 

is sent to attendees so they can join via a web browser, phone dial-in, or the Skype or Teams app. Bookings is also 
available as an app within Teams, which allows you to create Bookings calendars, assign staff, and both schedule 
new and manage existing appointments without ever leaving Teams.

Components

Bookings has three primary components:

A booking page where your customers and clients can schedule appointments with the staff member who 
should provide the service or run the appointment. This web-based scheduling page can be shared via a 
direct link, your Facebook page, and even through link embedding within your website.
A web app that contains a set of web-based, business-facing pages where Bookings calendar owners and 
administrators within an organization can define appointment types and details, manage staff schedules and 
availability, set business hours, and customize how appointments are scheduled. These pages allow for 
versatility and the ability to customize a Bookings calendar to fit the diverse needs of the person or 
organization.
A business-facing mobile app where Bookings calendar owners and administrators can see all of their 
appointments, access customer lists and contact information, and make manual bookings on the go.

Videos

Overview of Microsoft Bookings - Video
How to setup Microsoft Bookings - Video (You may skip the first 3 minutes of the video where pricing is 
discussed. Microsoft Bookings is included in the Lynn University Microsoft Agreement.)
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Link to your Bookings page: Book.ms

https://support.microsoft.com/office/overview-of-the-bookings-app-in-teams-7b8569e1-0c8a-444e-b712-d9968b05110b
https://support.microsoft.com/office/overview-of-the-bookings-app-in-teams-7b8569e1-0c8a-444e-b712-d9968b05110b
https://docs.microsoft.com/en-us/microsoft-365/business-video/overview-bookings?view=o365-worldwide
https://www.youtube.com/watch?v=647C4gZt9Fo.
https://www.youtube.com/watch?v=647C4gZt9Fo.
http://Book.ms
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Need Help?

For assistance with Microsoft Bookings you may open a request with the IT Support Service Desk at:

Support Services Contact Information

FAQ: IT Support FAQ
Open a Service Desk Issue:  Lynn University Service Center
Email: SupportServices@lynn.edu
Call: 561-237-7979 (x7979)
Customer Service Desk Location: First Floor Eugene M. and Christine E. Lynn Library
Book an appointment
Remote Support Portal 
Hours: Monday – Friday 8:00am – 5:00pm 

https://kb.lynn.edu/display/ITKBH/IT+Support+FAQ
https://services.lynn.edu/servicedesk/customer/portal/4
mailto:SupportServices@lynn.edu
https://www.google.com/maps/place/Eugene+M.+and+Christine+E.+Lynn+Library/@26.3842306,-80.1271401,17z/data=!4m12!1m6!3m5!1s0x88d91e6a083c3e39:0xad63ed2352da4bec!2sLynn+University!8m2!3d26.3842258!4d-80.1249514!3m4!1s0x0:0xfbcb028198921444!8m2!3d26.3859638!4d-80.1228531
https://outlook.office365.com/owa/calendar/LynnUniversityITCustomerServiceDesk@LynnUniversity2.onmicrosoft.com/bookings/
https://help.lynn.edu/
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