
Microsoft Bookings for Bookable Academic Tutoring 
 

1) Go to https://outlook.office.com/bookings 

 

2) Click create. 

 

 

 

 

 

3) Select create from scratch. 

 

4) Call your Bookings site “Bookable Academic Tutoring” 

You can add a picture of yourself if you want to by clicking add logo. 

Change business type to Education. 

And click next. 

 

 

 

 

 

 

 

 

 

 

https://outlook.office.com/bookings


5) Click next again. 

 

6) Select change. 

 

7) Change the duration to 15 minutes and then update service 

 



8) Click next again. 

 

9) We recommend for the first few weeks of term you select Anyone under “Choose 

who can book appointments”). This means that those students who do not yet have a 

Coventry account, e.g. international students, can still book a meeting with you. 

After the first few weeks when account issues are resolved, we recommend you 

change this. We will come back to this later in this guide. 

Select create 

 

10) Now click get started. 

 

 

 

 

 

 

 

 

 

 



 

11) Click services on the left hand-side and select the pencil icon. 

 

 

 

 

 

 

 

 

12) Change the name to “Bookable Academic Tutoring”  

Add your office location. 

 

 

13) Now go to availability options. 

Change time increments to 15 minutes. 

Change minimum lead time to 0.1 (this is to allow any last-minute bookings by 

students). 

Change maximum lead time to 90 days (or however long your module runs 

for). 



 

 

14) Scroll down and change the customised hours to whenever your bookable 

academic tutoring takes place. In this example we are using 10:00 – 11:00 on 

Mondays and 15:00 - 16:00 on Thursdays. 

Then delete the other days/times.  

You should have two hours of office hours on different days. 

 

 

Please note: MS Bookings knows if you have something else in your calendar, e.g. if you 

have annual leave on the 15th February and have put this on your calendar then it will not 

be bookable by students. 

 

 



 

15) Scroll up to assign staff. 

Toggle off where it says allow customers to choose a particular staff for 

booking. 

 

16) Go to customised fields. Untick phone number, customer address and 

customer notes. And add a custom field.  

 

 

 

 

 

 

 

 

 



17) Select the drop down > text question > type in something like “what would you 

like to discuss during this meeting?” > Save changes 

 

 

 

18) Select Add customised field again and repeat step 17. However, this time 

select Drop-down question.  

Ask the student if they would like their meeting to be in-person or via Teams > click 

add option > add one option being in-person and the other via Teams > click save 

changes 

 

19) Click select next to each question and then toggle both as required. 

 

 

 

 

 

 

 



 

20) Go to notifications > keep everything under settings ticked  

 

21)  We recommend that you add some additional e-mail reminders (for example 

one day before they attend the meeting). 

You could write something reminding students to cancel the booking if they are no 

longer able to attend. 

Select save changes 

 

 

 

 

 



22) Go to Bookings page. 

There are a couple of options that I would recommend selecting here. 

• The “Disable direct search engine indexing…” means that your booking page 

does not appear on Google. Please tick this. 

• “Require a one-time password…” means that students are emailed a code to 

log in. I would recommend using this option whilst “available to people in 

your organisation” is selected. Later - after a few weeks - when everyone has 

Coventry accounts, you can switch it back to “available to people in your 

organisation” and get rid of the one-time password requirement. 

Now click save 

 

 

23) Below is the link to your bookings page which you can give to students. 

 

 

 



 

24) If you want to put a placeholder in your calendar for your bookable academic 

tutoring hours then you need to set this time as “working elsewhere” not “busy” 

(otherwise MS Bookings will no allow students to book an appointment during this 

time). 

To do this go to More options and change Busy to Working elsewhere 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Important: 

After a few weeks, when all your students have Coventry accounts, remember to go back to 

step 22 and change it so that your Bookings are open to only those at Coventry University. 

After you have done this, untick “require a one-time password”. 

 

 


