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Access Your Labouré Calendly Account
How to access your Labouré Calendly account.
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Access Your Labouré Calendly Account

Step 1 — Calendly.com
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Easy
scheduling
ahead

Simplified schedulina for more than

@ Colendly

Welcome /
back to
Calendly
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@ Calendly

Welcome back, Edward_Akers@laboure.edu!
(This is not me.)

English v

e Navigate to calendly.com using your web browser of choice

e Inthe upper right corner, click Log In

Enter your Labouré email address and click Log In

Click Log in with Office 365
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Step 2 — Authenticate with Office 365

B Microsoft

edward_akers@laboure.edu

B Microsoft Permissions requested
@ oty
edward_akers@laboure.edu App info

This application is not published by Microsoft or
your organization.

Enter password

Password This app would like to

v Sign you in and read your prafile
Read I

Forgot my password v Read your calandars

v Read and write to your calendars

Sign in with anather account

Accepting thes
you

e
5 = for
Signin htt

s mesns that you allow this app to use
ms of y

e |f prompted, enter your Labouré email password on the Microsoft sign in page, and click Sign in

Upon your first time signing in, you will be asked to grant Calendly access to your Outlook
calendars. This is necessary in order for someone to book time on your calendar through
Calendly. Click Accept if you allow these permissions.

Step 3 — Initial Setup

@ Calendly @ Calendly
@ Calendly

Set your availabili
Welcome to Calendly! y ty (}
. Let Calendly know when you're typically available to
We take the work out of connecting with others so Your calendar’s connected!
acceptmestings.
you can accomplish more.
Calendly wil auto-check your calendar or busy times
and add new events as they are scheduled.
Available Hours

Create your Calendly URL

Choose a URL that describes you or your business in a concise way. Make it short Here’s how Calendly will work with Edward_Akers@laboure.edu... 98008 - 9500m
and easy to remember so you can share links with ease.
1 We'll check "Calendar" for conflicts Edit Available Days
Calendly.com/ edward_akers
a
scars | snces | T | woarissmn| Tovosmm: | pidem | sthoaan

2 We'ladd events to "Calendar” Edit

@ Don't worry! You'll be able to further customize your availability later on.
i e

Time Zone
Eastern Time - US & Canada (11:29am) v

@ You will be prompted to perform some initial setup when first logging in. This includes your unique
Calendly URL, editing how Calendly checks for conflicts on your Outlook calendar, and setting
your general availability. This can all be changed later at any time.
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Step 4 — Signed In

e You are now signed in and ready to
get started with Calendly.

(G
My Calendly v

eeeeeeeeee

15 Minute Meeting 30 Minute Meeting 60 Minute Meeting
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