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1 Click on 'Library' under the Navigation Bar

(s Commerce 60 min, 30 min, and 15 min meeting

s Automations
Prospect Calling

1ll Reperfing & Data

3 Library
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HUBSPOT

2 Select 'Meeting Scheduler’

M Google Console [ Blogging £ Futurepedia - The... +| Onkar Review She... = Meet - ceb-yjcg-rur @ Dashboard < onkar... T

Q  Search HubSpof 8K

[\ Bookmarks
Templates

Meetings Schec § ler
Workspaces ur meetings. Add a payment link to a scheduling page, so customers can pay after the
Files

] CRM
Documents

A Marketing Playbooks Q Owner: | ¥  Meeting type: All meeting types v
Confent Snippets

Commerce 1, and 15 min meeting

(default)
Automations
g

ospect-calling &2
Reporting & Data P 9

Library
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CONVERSION @ -

RATE
One-on-one Multiple @ 3 0 0.0%
Ana.An_.~na Multinla & al a) N SA

TYPE DURATION VIEWS @ MEETINGS BOOKED
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4 Click One-on-One

To create a personal meeting link, click on One-On-One. If you want that the your prospects should be able to

schedule meetings with multiple members of your team you can choose between 'Group' or 'Round robin’

hg £ Futurepedia- The..  #F Onkar Review She.. £ Meet - ceb-yjcg-rur @ Dashboard < onkar... [# Haxmac | Cracked...

Choose a scheduling page type

¥

One-on-Qne Group
Contacts can scl eeting Contacts can schedule a meeting
with a single pers: r team. with multiple people on your team.

View example use cases

HubSpot Simplified

&

Round robin

Meetings are automatically
distributed fo a person on your
team based on criteria that you set.

View example use cases
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HUBSPOT

As you fill in the required fields on the right, you will be able to see a preview of how your meeting link will look
like.

X  +

app.hubspot.com/meetings/43619239/link/new Q ¥ n B A 0O [

95

D Blogging £ Futurepedia - The... & Onkar Review She... 7 Meet - ceb-yjcg-rur @ Dashboard < onkar... [! Haxmac | Cracked...

sting ~
OVERVIEW SCHEDULING AUTOMATION

Overview

Internal name * @

@ Firstnam name  and
Event title @ & Contact token ¥ Rs Company token v
Organizer
Location @
Add videoconference link ~ Remove

Cancel and reschedule [

Include cancel and reschedule links in the event description

Description @

©
s
ic

o
=

Personalize
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6 Click on Add video conference link

If you want to schedule a virtual meeting, click on the 'Add video conference link' and select the extension which

you might have configured (we have configured Google Meet)

Location @
Add videoconference link v Remove
Google Meet
in the event description
Man sions

B I U TL & Personalize~
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7 Personalize the description

The description field is the meeting description which is sent along with the meeting invite. You can personalize

it by clicking on the personlise option

Location @

Google Meet v Remove

Cancel and reschedule [

Include cancel and reschedule links in the event description

Description @

Hi

Need fo make changes?

e Reschedule: | Reschedule Link
- Cancel

B I UT & Personali!‘l-v

Video conference link

Hi

I

HubSpot Simplified
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8 Enable/Disable Cancel and rescheduling of meetings

You can provide the contact who books your calendar the capability to cancel or reschedule a meeting by
toggling the highlighted option.

. Video conference link
Location @

Hi {{ contact.firstname }}, thank you for

booking a free demo with us!

Google Meet v Remove

Cancel and reschedule [[fE7)

Include cancel and reschedule links in the event description @
Description @

Hi Confact: First name , thank you for booking a free demo with us!

°®
Need to make changes?

e Reschedule: | Reschedule Link
¢ Cancel: | €ancel Link

B I U L & Personalize~
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HUBSPOT

9 Configure your availability window

9:45 am
Duration options
10:00 aim
.
10:15 am
Your time zone
10:30 am

UTC +05:30 New Delhi, Mumbai, Calcutta v

Availability window

Monday v from © 900AM~ 1t © 500PM v @
Tuesday v from @ 900AM~ fo © 500PM v O
Wednesday v from @ 900AM~ to @ 5:00PM ~ (1]
Thursday ~ from @ 900AM~ fo © 500PM v @
Friday v from © 900AM~ fo © 500PM v @
+ Add hours
Consider working hours m
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HUBSPOT

10 Configure working hours so that meetings can only be booked
during working hours

SUN MON TUE WED THU FRI SAT

Scheduling title 9:15 am
Book an audit with HubSpot Simplified 9:30 am
9:45 am
Duration options
10:00 am
-
10115 am
Your time zone
10:30 am

UTC +05:30 New Delhi, Mumbai, Calcutta v

Availability window

Monday v from @ 900AM~ fo @ 500PM v @

Tuesday v from @ 900AM~ fo @ 500PM v O

Wednesday v from @ 900AM<~ to @ 500PM v O

Thursday v from @ 900AM~ fo @ 500PM v

Friday v from @ 900AM~ fo @ 500PM v O
+ Add hours

Consider working hours [T
Check working hours to know when users are available for meetings. Users
will not be booked outside of their working hours.

> Additional settings
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HUBSPOT

Yo Meetings x 4+

<« @ app.hubspot.com/meetings/43619239/link/new

# Google Console [ Blogging & Futurepedia- The... ) Onkar Review She.. (3 Meet - ceb-yjcg-rur @ Dashboard < onkar... Haxmac | Cracked...

Create one-on-one meeting - Step20f3
overview SCHEDULING. AuTOMATION

+ Add hours

Consider working hours [T
Check working hours o know when users are available for meetings. Users .
will not be booked outside of their working hours,

v Additional settings fin)

Image
® organizer avatar Company avatar Custom image
When a meeting can be scheduled
(® Over a period of rolling fime Custom date range
Set a period of rolling fime or custom date range people can book on your calendar

2 © Weeks -
Minimum nofice fime
Minimum amount of time before a meeting can be booked

15 minutes
Buffer time
Padding around your meefings you cant be booked for

15 minutes -
Start time increment
Set the frequency of your meetings start fimes.

15 minutes -

Booking page language ©

Use visitor's browser settings -

Date and time format ©
Use visifor's browser settings -

The country or area you choose affects how dates and fimes appear on your booking
page

Cancel Next >
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HUBSPOT

12 Under additional settings you can configure some more

meeting settings as per your needs

Y Mestings X+
< c app.hubspot.com/meetings/43619239/link/new Q v B g 6 0
@ Google Console [ Blogging £ Futurepedia- The.. [ Onkar Review She... @ Meet - ceb-yjog-rur @ Dashboard < onkar... [ Haxmac | Cracked...
Create one-on-one meeting - - Step20f 3
overview ScHEDULING. AUTOMATION

+ Add hours

Consider working hours [T
Check working hours to know when users are available for meefings. Users

will not be booked outside of their working hours.

Vv Additional settings

Image

@® organizer avatar Company avatar Custom image
When a meeting can be scheduled

(@® oOver a period of rolling fime Custom date range

Set a period of rolling fime or custom date range peaple can book on you calendar

2 “ Weeks -

Minimurm amount of fime before @ meeting can be booked

15 minutes

Buffer fime
Padding around your meetings you can't be booked for

15 minutes -
Start time increment
Set the frequency of your meetings start fimes.

15 minutes -

Booking page language ©

Use visitor's browser settings -

Date and time format &
Use visitor's browser settings -

The country o area you choose affects how dates and fimes appear on your booking
page

@ Back Cancel
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13 Once you make all the configurations, click on 'Next'

Company avatar Custom image
cheduled
lling fime Custom date range

custom date range people can book on your calendar

Weeks

bre a meeting can be booked

s you can't be booked for

ptings start times.

(]

ettings

settings

se affects how dates and times appear on your booking

v

HubSpot Simplified

Page 15



How to create a Meeting page for automatic calendar booking (Free Calendly alternative)

14 Configure the settings for sending out an automated
confirmation and a pre-meeting reminder mail

Step3of 3

Automation
Confirmation email
Send a confirmation email fo attendees immediately after they schedule a meeting.

Send fest email  Test email will be sent o onkar@onkarv.com

Pre-meeting reminder

Send an email reminder to attendees before a meeting starts. ﬂ
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HUBSPOT

15 Click on 'Create Scheduling page

Yo Meetings x  +
<« @ app.hubspot.com/meetings/43619239/link/new
& Google Console [ Blogging £ Futurepedia-The.. FF| Onkar Review She... X Meet - ceb-yjcg-rur @ Dashboard < onkar... [ Haxmac | Cracked...
Create one-on-one meeting : - - Step3ofs
overview SCHEDULING. AUTOMATION
Automation

Confirmation email

Send a confirmation email fo attendees immediarely after they schedule a meeting

Send rest email | Test emailwill be sen 10 onkar@onkarv.com

Pre-meeting reminder
Send an email reminder to attendees before a meeting starts.

Scheduled reminder email

1 hour before -

+ Add reminder

Preview reminder email

> Customize your reminder email

Cancel 4(\"_[7]
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HUBSPOT

16 If you want to add a meeting link in your email body, blogs etc,
you can select 'Copy link' and hyperlink it into your content.

% Meetings x o+

= G 2= app.hubspot.com/meetings/43619239/

# Google Console [ Blogging Futurepedia - The..  §f Onkar Review She.. (X Meet - ceb-yjcg-rur @ Dashboard < onkar... [ Haxmac | Cracked...

» Q b % K

[ Bookmarks

Meetings Create scheduling page-
89 Workspaces. Make money from your meetings. Add a payment link o a scheduling page, so customers can pay after they choose a time. Learn more X
& CRM
& Morketing Search meeting names Q. Owner: + Meeing fype: All meeting types ~ (i ]
Bl WEETING NAME orcanzen rvee ouraTion views o weTINGS sooKED convEc o
(3 Commerce
0.0%
& Aufomations
N/A
Reporting & Data Cr e e
4ill Reporting & Data Gépy to clipboard
© By Schedule a HubSpot Audit

s s S 0 edit c:~[|mk Actions + Onkar Vengurlekar One-on-one 30 min o o N/A
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HUBSPOT

17 If you want to embed the link on your landing page or website,
click on Actions > Embed

Y Meetings x +
< c app.hubspot.com/meetings/43619239/ I (oA
& Google Console [ Blogging £ Futurepedia-The.. [ Onkar Review She... (3 Meet - ceb-yjcg-rur @ Dashboard < onkar... [ Haxmac | Cracked...
- Q Search HubSpo ® K
Bookmarks .
Meetings Creat
88 Workspaces Make money from your meetings. Add a payment link fo a scheduling page, so cusfomers can pay affer they choose a fime. Learn more X
CRM
1 Markefi Search meeting names Q,  Owner: Onkar Vengurlekar (me) ~  Meefing type: All meeting types ~ (i ]
Content MEETING NAME ORGANIZER TYPE DURATION VIEWS & MEETINGS BOOKED CONVERSION ®
(3 Commerce
00%
& Automations
N/A
all Reporting & Data
: Schedule a HubSpot Audit
3 Library PR A Copylnk | Actians = Onkar Vengurlekar One-on-one 50 min o o N/A

Embed

Clone!

Sef as defoult

Delete
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18 Copy the code you get and share it with your website developer

to embed it into the website

25 app.hubspot.com/meetings/43619239/
# Google Console [ Blogging & Futurepedia- The.. ) Onkar Review She.. 3 Meet - ceb-yjcg-rur @ Dashboard < onkar... [ Haxmac | Cracked...

Embed Widget

Schedule a HubSpot Audit

https://

Embed code
Embe
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HUBSPOT

19 You've successfully created a personalized meeting link for
yourself

% Meetings x o+

< c app.hubspot.com/meetings/43619239/

# Google Console [ Blogging & Futurepedia- The.. [ Onker Review She.. 3 Meet - ceb-yjcg-rur @ Dashboard < onkar... [ H

% K

[ Bookmarks

Meetings
88 Workspaces Make money from your meetings. Add a payment link 1o a scheduling page, so customers can pay after they choose a fime. Learn more X
CRM
Marketi Search meefing names Q,  Owner: Onkar Vengurlekar (me) ~  Meefing type: All meeting types ~ (i ]
(&) WeErING NAvE orcanzen et ousation visws o MEETINGS BoOKED convension o
(3 Commerce
0.0%
& Automations
N/A
il Reporting & Data
’ Schedule a HubSpot Audit
£ Library ekt it 2 Onkar Venguriekar One-on-one 30min o o N/A
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