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1 Click on 'Library' under the Navigation Bar
2 Select 'Meeting Scheduler'
3 Click on 'Create Scheduling Page' to create a new meeting link
4 Click One-on-One
5 Fill in the required details
6 Click on Add video conference link
7 Personalize the description
8 Enable/Disable Cancel and rescheduling of meetings
9 Configure your availability window
10 Configure working hours so that meetings can only be booked during working hours
11 Click here
12 Under additional settings you can configure some more meeting settings as per your
needs
13 Once you make all the configurations, click on 'Next'
14 Configure the settings for sending out an automated confirmation and a pre-meeting
reminder mail
15 Click on 'Create Scheduling page'
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.
17 If you want to embed the link on your landing page or website, click on Actions >
Embed
18 Copy the code you get and share it with your website developer to embed it into the
website
19 You've successfully created a personalized meeting link for yourself
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1 Click on 'Library' under the Navigation Bar
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2 Select 'Meeting Scheduler'
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3 Click on 'Create Scheduling Page' to create a new meeting link

HubSpot Simplified Page 5



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

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'
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5 Fill in the required details

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.

HubSpot Simplified Page 7



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

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)
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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
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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.
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9 Configure your availability window
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10 Configure working hours so that meetings can only be booked
during working hours
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11 Click here
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12 Under additional settings you can configure some more
meeting settings as per your needs
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13 Once you make all the configurations, click on 'Next'
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14 Configure the settings for sending out an automated
confirmation and a pre-meeting reminder mail
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15 Click on 'Create Scheduling page'
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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.
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17 If you want to embed the link on your landing page or website,
click on Actions > Embed
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18 Copy the code you get and share it with your website developer
to embed it into the website
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19 You've successfully created a personalized meeting link for
yourself
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