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Add staff to Bookings

Steps:

1. Outlook.office.com/bookings and sign in with your FAU credentials

2. Select your bookings page
3. Then choose “Staff” and “Add new staff”
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4. Search for staff
5. Calendar availabilty:
1. For staff that want to show their availability, check the box for “Events on Office calendar affect
availability”
2. For staff that do NOT want to show their availability, uncheck “Events on Office calendar affect
availability” and toggle off “Use business hours”
1. They will still be notified and added to the booking


https://comsupport.fau.edu/
https://comsupport.fau.edu/kb
https://comsupport.fau.edu/kb/software-1
https://comsupport.fau.edu/kb/articles/microsoft-bookings-add-staff-to-bookings
https://comsupport.fau.edu/kb/software-1
https://outlook.office.com/bookings/homepage

Add staff

Search for pecple of Groups

Instials Yellow Eght

w
& Emal %, Phone number
& Team member

Teams menibers can 3

manage their svailabibty a5 well 25 boolings ausigned to them, When
adding or editing & bookeg, 1hw1lb-eau-gnedls & stalf. o

H Motify the staff member via email when a booking assigned 1o them is created or
changed

Aovailability

S-e"luE a'.uﬂa‘biliﬁ ard metting haurs for the staff member. Leam mone

[_] Events en Cifice calendar affect availability

Pleste note, personal calendar svalabdity will nok be sccounte for i multi-dey senioes

(@) Use business hours

Torn off business Foaas do edit seaiability

Monday

S00 AR b

5300 PM

Tuesday

00 AM b

500 PM

6. Click “Save changes”

7. Select “Services” then “Edit Service”

8. Under “Assign Staff” add new staff members and ensure “Assign all of your selected staff for an
appointment”
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9. Click “Save changes”

10. New staff should receive an email from Bookings that they have been added and will receive email
confirmations for new bookings. These will also be added to their calendars.

Important Notes:

e Regularly update your Outlook calendar to reflect your availability
e Staff member roles: Team member, Scheduler, Viewer, or Guest.

o Team member can manage bookings on their own calendar and their availability in the booking
mailbox. When adding or editing a booking in their calendar, they'll be assigned as staff.

o Scheduler can manage bookings on the calendar and customer details. They have read-only
access to settings, staff, and services.

o Viewer can see all the bookings on the calendar, but they can’t modify or delete them. They
have read-only access to settings.

o Guest can be assigned to bookings, but they can’t open the booking mailbox.
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