Appointment scheduling configuration manual (2026-04 release)

With the Appointment Planner it is possible to send an invitation to candidates or contacts, where
the participant makes the appointment based on the available time or in reserved time blocks. Both
personal agendas and group calendars can be viewed.

You can email the invitation to the participant or send it via WhatsApp. When you send an email, the
conversation participant opens an Experience Cloud portal that has been set up specifically for this
functionality.

With this functionality, you can set up a fully automated process:

e The candidate applies for a vacancy. In the confirmation email, he or she will immediately
receive a link to schedule an appointment with the recruiter.

e The candidate will receive a questionnaire. Based on the answers given, the candidate will
immediately receive a WhatsApp message to schedule an appointment.

If you only send invitations via WhatsApp, it is not necessary to set up the Experience Cloud. Then go
directly to the paragraph Configuration steps.
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Experience Cloud

To send conversation participants a link with which they can schedule an appointment, the
Experience Cloud from Salesforce is used. The application described in this guide does not require
any additional licenses. Specifically for making the appointment, a site can be set up consisting of one
page. An existing Experience Cloud site can also be used, within which a page is set up to plan the
appointments.

The steps below are based on setting up a new Experience Cloud portal.

Setting up a digital environment

First of all, you need to activate the Digital environment via the Setup, Digital environments, Settings.
If Experience Cloud has not been activated before, you will need to configure some basic settings. For
this application, the default settings are sufficient. After saving the settings, you will be taken to the
screen below and you can create a new site:

SETUP
All Sites

Digital Experiences Vit o Traibtszer Commurityeip o s Fage @

The list shows Experience Cloud sifes in your org. Clicking on the URL takes you directly fo the site. If you're not a site member. the URL isn't linked. Archived sites aren't included in this list. Check the Digital Experience app in Lightning Experience page to see your archived sites
Maximum number of published and unpublished sites: 100

All Sites. New

No Sites

Select Build Your Own (LWR) from the list below. Since the appointment scheduling site contains one
page, this is the best option.

4 Back to Setup @ Help & Training

Choose the Experience You Love

Browse by:

Al Marketing ~ Service

Microsite (LWR) F (eonances Build Your Own (LWR) ~ # (emancea Help Center 14

by Salesforce By Salesforce by Salesforce

What canwe helpyou with?

simplified Lead Capture - Lightning-Fast Experience - Unparalleled Performance « Self-Service - Curated Knowledge - Case Deflection -
Customizable Components Standards-Based Customization Guest Case Creation

< looking for

Customer Account Portal ¥ Customer Service H Build Your Own (Aura) 5

by Salesforce by Salesforce by Salesforce

e = S 7 r 4

Record Management « Third-Party Integration « Self-Service + Collaboration + Customization «
Streamlined Profile - Knowledae Base Intelliaence

Customizable - Flexible
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Choose a name and a URL, then create the site.

Enter a Name

Not sure what to enter? Don't worry—you can

always change it later.

Unparalleled Performance

Site configuration
Once the site is created, you can adjust the settings and put the necessary components on the page.

Via Samensteller you enter the management environment of the portal. You will then be taken to the
environment where you can add components and settings to the site and the pages.

o 2

ooBpn -

First of all, you need to remove the automatically added HTML component by clicking in the middle

of the page.

=T

A 4
HTML Editor
Settings  snle

®=
i

i e

Start Building Yo

rag and drop a component n
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You then click away the pop-up with the cross and you remove the HTML component by clicking on
the cross in the top right corner:

Now you can add a new component to the page via 'Components' in the menu:

®)=

ﬁ Home A

Kolom 1

¥ HTML-editor

With the 'Hello text' at the top right of the properties of the component, you can set the salutation
on the portal. By default, the name of the person is shown there. For example, you can also make
Hello #ContactName# to address the candidate in a more targeted way. If you want to set up these
pages in multiple languages as well, you can also use a custom label.
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To optimally display these blocks on a mobile, we recommend setting the font for the mobile display
to a maximum of 13 px in the Theme setting of the portal:

il  Home -
< Text X
Base Font Family and Size v
Base Font Family
Visitor's Native System Font

Unit of Measure o
| Rem
Desktop Base Font Size (10-32px) [i]

13
Mobile Base Font Size (10-32px) [: ]

13
Heading 1 >

e Time
Heading 2 > fime-Time
Heading 3 > fime-Time
Heading 4 > fime-Time
Heading 5 > lime-Time
Heading 6 > lime-Time
Paragraph 1 > pore
Paragraph 2 pENSEENN——— =
Links >
lop

Before you can publish the site, you need to change the page properties. Click on the cog icon of the
'Home' page:

im  Home D c

¥ Pages Properties Data (Beta)
== ' mn
Name @
Home
Hom
Error e
° > Login
AP Name @
Contant
> News  Cont e
Service Not Avalable  Avsilabiliy ©
Page Access @
o
Too Many Requests  Availzbiliy @ Public
SEO
Help people find your pages more easily by adding search
engine optimization (SEQ) praperties. The text figlds in this
section are translatable. Learn More
e @ 0
S
[[vone ]
Description @ 8}
e
3
Layout
1 Content Layout @
Flexible Layout
[0 Override the default theme layout for this page. @
|

Set Page access to "Public."
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Finally, you need to adjust the settings by selecting the gear icon from the menu:

i@  Home -

Settings General

View and edit the main properties of your site

General
Th .
me Site Details
Languages
9129 Template
Navigation Build Your Own (LWR)
Mobile Publisher Public Access @
Guest users can see and interact with the site without logging in
SEO
Published Status
Search Published: https://ruby-velocity-1347.scratch.my.site.com/planner
Advanced

Guest User Profile

anfigure.accessor guest or unauthenticated users. Learn More
Integrations
Planner Profile

Security & Privacy
Updates

Change History

Select Guest users can see and use the site without being signed in. Then press the hyperlink Profile
'Planner’ (this name is the same as the name of the site, which may differ in a customer
environment).

You open the profile in another tab:

E Profiles

F’]Ila‘nner Profile

avallable 1o users

Profile Detail it || View Users

e Planner Prasle
Licsnse  Guest User License CustomPronis

User User. 11872026, B:54 AM Modhed By User User, 1116/2026, 8.54 AM

Page Layouts

Standsrd Object Layouts

Add AppointmentPlanningPublicController to the Access to Apex Code classes. Save the profile and
navigate back to the site composer.

If you want to support multiple languages on the page, add the languages by editing them:

Languages

Mal te availab

nd import

© site anguages

Dutch (N

import Translated Content

Upload translated site. You can upioad one f file at 2 time.
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In that case, also add the Language Selector component to the Header on the page:

i vome - e

u Components X Column 1

Q search.
| E==r=in

v Anaiytics 2)

£t TablesuPulse.

4} Tableau View

v Content (9)
@ aotion
= Horzontal Line
HTML Editor
B imese : Time
Language Seector [

ime-Time

T R conten ector
O Totsoc ime-Time
B TieMenu

O viao fime-Time

v Forms ) e Time

You can add other formatting elements such as images, (HTML) text, etc. It is recommended that you
use a URL for images and make sure that the web location is added as a trusted site of CSP.

Once you're happy with the formatting, choose Publish:

This may take a while. The user will automatically receive a message when it is ready. You can now
close the environment composer.
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Configuration steps

Custom settings
A new custom setting is available for scheduling appointments. You can find these in the Setup,
Custom Settings, Appointment Request Settings:

Appointment Request Settings Edit

Provide values for the fields you created. This data is cached with the application.

Edit Appointment Request Settings Save | Cancel

Appointment Request Settings Information

Location
First Reminder After Days

Second Reminder After Days

Appointment Request EC Portal  |[https://speed-speed-0222.5
Appointment Request Sender Email I salesforce@mysolution.nl
Appointment Request Sender Name Appointment Planner

Disable Invitation Link After Days

II

i

For the First reminder after days, set the number of days after which the candidate should receive an
appointment booking reminder, as long as it hasn't been made. You can also set the second
reminder.

Enter the site URL in the Appointment Request EC Portal field. You can copy these from the list via
Setup, Digital environments, All sites. The Appointment Request Sender Email is also mandatory to
set up.

The Disable invitation link after number of days setting defaults to 14. If the candidate does not make
an appointment, the appointment request will automatically be set to the status 'Expired' after 14
days.

Note: if you send an appointment request via WhatsApp, the EC Portal will not be used and no
reminders will be sent.

Permissions/profiles
A number of new objects are available for making appointments and fields have been added to
existing objects.

e Appointment type settings (msf__Appointment_Type_Setup__c): object to record the
appointment parameters. Make it available as a Tab. Administrators: All fields edit access,
Users: All fields read access.

e Appointment request (msf__Appointment_Request__c): object to let the candidate schedule
an appointment. Make it available as a Tab. Administrators and Users should have edit
access to all fields.

e Event: We have added a new record type: Appointment Reservation to record time blocks in
the personal and team calendar. In addition, a number of new fields have been added.
Administrators and Users should have edit access to all fields.

e Team (msf__Team__ c): a new field is available here: Team calendar. Administrators should
be given edit access, Users only read access.

e Vacancy (msf__Job__c): a new field is available here: Team calendar. Administrators and
Users should be given edit access.
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Public calendars
If you send the invitation via e-mail, you can also have the candidate make an appointmentin a

Public/Group calendar to make an appointment.

These are maintained in Salesforce through the Setup, Public Calendars, and Resources. For example,

you create an agenda for a Team.

u Public Calendars and Resources

Public Calendars and Resources

If you don't work with Teams, you can create a public calendar for "Visitors."

To show a public calendar on your own calendar overview, you need to share it:

SETUP
Public Calendars and Resources

Sharing Detail
Den Haag

Calendar: Den Hasg
Specify the sharing for the public calendar or resource. You can share it with individual users, personal or public groups, the users in a particular role, or the users in a particular role plus all of the users in roles below that role. Calendar sharing can only be
used to grant wider access to data, not to restrict access.

View: Creste New View

User and Group Sharing

Action  Type

Name

Add

Manual Sharing

Edit | Del User Integration User
Edit| Del User User Manual Sharing
Edit| Del User User User Full Access Manual Sharing

« Hide Details - Users can only see availabilty.
Hide Details and Add Events - Users can see availability and add events.

+ Show Details - Users can view the defails of evenis, but they cannot add events or edit existing events.

- Show Details and Add Events - Users can view the details of events and add even's, but they cannot edit existing events

Full Access - Users can view the details of events, add events, and edit exising events.

Add users and give them full access.

Next, you need to add the name of your public calendar in the global sets of Appointment Calendar

drop-down list values:

Add Picklist Values

Appointment Calendar
Add one or more picklist values below. Each value should be on its own line and it is used for both a value's label and APl name
If a value matches an inactive value's APl name, that value is reactivated with its previous label.

If a value matches an inactive value's label but not the APl name, a new value is created

Den Haag

Add the new picklist values to all Record Types that use this Global Value Set

Save | Cancel

In this list value set, the value Visitors is available by default. Deactivate it if necessary.
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In the Team object, the 'Calendar appointments' field is available. Put it on the page layout and fill in
the correct calendar for the team:

Appointment Calendar

(o )

== ]

Den Haag

Houten

The field is also available on the Job Advertisement. This allows you to create an appointment
request fully automatically via a flow, in the calendar of the linked Team.

In addition, you also need to add the public agenda(s) to the calendar overview:

Add Calendars

i e People

Public Calendars and Resources

Then choose Public Agendas.

Combo list values

The Appointment request object contains a number of global drop-down lists that are used to create
the appointment. Make sure that the value of the drop-down list fields in the Activity object matches
these lists. This concerns 'Appointment type' and 'Appointment location'. You also need to translate
the latter:

Go to the setup, Translate. Choose English and the Global value set:

Translation Warkbench

Translate

To get started in the Translation Workbench:

1. Select a language (if you're a franslator for more than one language)

2. Select a setup component.

3. If necessary, select an object and aspect. For example, a workflow task has an object (Account, Contact, eic.) and aspect (Subject or Comment) to filter for trarj
4. Double click in the translation column to enter new values. You can tab to jump to the next row.

Select the filter criteria:

Language
Setup Component Global Value Set ~

Show Inactive Values

Save jljCancel
Value Label Value Label Translation
&+ AdditionalPersonFields
&+ Application Stage
&+ Appointment Calendar
£+ Appointment location

Customer Kantoor klant
MSTeamsMeeting MS Teams afspraak
Our office Ons kantoor
Phane Telefonisch

i~ Skype Account

L. Team Address Kantoor vestiging

Appointment Type

Each value can be translated accordingly.
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Email templates

For the Appointment type setting, define new Lightning email templates. When creating the object,
choose Appointment request. You can then add all fields of this object. This object is also used to
confirm the appointment made. So don't use the 'Event' fields that are normally used for
confirmation.

To send the candidate a request, include the reserved tag #APPOINTMENT_PORTAL_LINK# in your
template. This tag is used in most automated emails so that the candidate can change the
appointment.

In addition, the standard tags such as #Label#.<<fieldname>> also work. It is also possible to use the

[language code] tag in the template description to create a language-specific variant. Then make sure

that the template names are identical to each other.

Invitation:

Subject: {{{msf__Appointment_Request__c.msf _Subject__c}}}Link: #APPOINTMENT_PORTAL_LINK#

Confirmation/reminder:

Subject: {{{msf__Appointment_Request__c.msf__Subject__ c}}}Link: #APPOINTMENT_PORTAL_LINK#

Location: {{{msf__Appointment_Request__c.msf__Location_Description__c}}}
Appointment Date: {{{msf__Appointment_Request__c.msf__Appointment_Date__ c}}}
Start Time: {{{msf__Appointment_Request__c.msf __Appointment_Start_Time__ c}}}
End Time: {{{msf__Appointment_Request__c.msf _Appointment_End_Time__c}}}
Change Appointment? Link: #APPOINTMENT_PORTAL_LINK#

Note: you should not include a {{{Sender.Name}}} tag in the confirmation email because the
appointment and the corresponding email are sent by the configured portal user.

Cancellation

Subject: {{{msf__Appointment_Request__c.msf__Subject_ c}}}

SMS templates

Lightning e-mail templates are also used for the SMS templates, to be able to set up a language
variant as well. Make sure you limit the number of characters. Sending SMS requires an additional
subscription to Club Message and cannot be used in combination with WhatsApp.

Appointment scheduling configuration manual (release 2026-04), version 5-8-2026
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Object management

Object Application and object Ticket

In the Application object, you need to add the related list Appointment request to the page layout.
After adding this related list, choose properties:

Related List Properties - Appointment Requests

Help &
Select fields to display on the related list. You can also reorder the selected fields.
Available Fields Selected Fields
Account - Appointment Request Mame
Appointment Calendar '
. Add Up
Appointment Date
Appointment End Time
Appointment Location
Appointment Start Time Remove Down
Confirmed On
Contact L'l
SortBy: Deut- v
@ Ascending
@] Descending
Buttons
| ok || cancel | |ReverttoDefaults|

Add the visible columns and press the plus sign next to the buttons:

| Related List Properties - Appointment Requests

x

Help &

ii

Standard Buttons:

Select standard buttons to display on the related list.
[ Mew
[C] Change Owner

Custom Buttons:

Select custom buttons to display on the related list. You can also reorder the selected buttons.

Available Buttons Selected Buttons
Mew Wizard
Add Up
Remaove Down
| ok || cancel | ReverttoDefaults|

4 G

i

Deselect the 'New' and 'Change Owner' options, add 'New Wizard' as an available button.

You can call the wizard from the application or from a ticket. If you also want to use appointment
requests in the ticket object, repeat the steps above for that object.
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Object Person

The Appointment Request can also be shown as a related list to the candidate. The wizard will not
work, but you can create an appointment request directly from the candidate or contact person,
filling in the fields of the Appointment Request yourself.

Object Event
The Event object has a record type added for an appointment reservation. Associate the
Appointment Reservation page layout with this record type.

For this type of appointment, you also need to adjust the page. To do this, you need to use the
default record layout for this record type instead of the AppointmentPageAuraWrapper. To do this,
clone the page layout of the Event record via Setup, Lightning App Composer. Rename them and
assign them to the Appointment reservation record type and the relevant profiles.

Scheduled Apex Classes
To remind attendees to create the appointment, that an appointment is scheduled and to
automatically cancel an appointment request, you need to schedule APEX classes.

Go to Setup, Apex Classes and choose Apex plans. Create two Apex schedules that run daily.

1. The AppointmentReminderScheduler ensures:
a. Reminding the participant to schedule an appointment. For this, the days as set in
the custom settings are used. A maximum of 2 reminders will be sent.
b. Letting the invitation expire if it does not respond to the request to make an
appointment. This will use the number of days as set in the custom settings.
2. The AppointmentLastDayReminderScheduler sends a reminder for the appointment that
takes place the next day.

Appointment scheduling configuration manual (release 2026-04), version 5-8-2026
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Functional design

Available time

Appointments based on available time are made in the personal calendar. This involves looking at the
start and end time of the user's working day. To do this, go to the user settings and enter the correct

time:

My Work Information

Company Name
Title

Department
Division
Employee Number
Start of Day

End of Day

| Mysolution

[s00m |
500 ]

Save | | Cancel

Appointment type settings
Via App starter, Appointment type settings you record the basic elements for the appointment:

Appointment Type Setup

Phone Screen

(e 5

Related Details
Name Owner
Phone Screen d User User °
Appointment Type Invitation Description
Phone Screen # We plan a phone call to discuss the job. Can you pick a date? s
Appointment Time (Minutes) Confirmation Description
30 s The appointment is planned, talk to you later! g
Time After Appointment (Minutes) Portal Link Name
10 s Link s
Minimum Hours Before New Appointment Appointment Location
2 #  Phone e
Show Available Timeslots in Work Days Job Application Status When Planned
10 # Phone Screen 4
Starting Moments
Every full hour;Every Half Hour s
Calendar Type
User Calendar s
Group Calendar
s
Use in WhatsApp
e s
Meeting Organizer
s
Plan Appointment In
Reserved time s
v Email Templates
Email Template Invitation Email Template Cancellation
Appointment Invite #" Appointment Cancellation £
Email Template Confirmation
Appointment Confirmation s
Email Template Reminder
Appointment Reminder s
v SMS Template
SMS Template Invitation SMS Template Cancellation
ra P
SMS Template Confirmation
s
SMS Template Reminder
,

This is a template that is used for a certain type of meeting. You can only set one Event Type setting

for each event type.
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e Appointment type: Choose from the global set of choice values to indicate what type of
conversation it is. Note: if you expand this list, you must also add the values to the
Appointment type drop-down list in the 'Activity' object.

e Appointment time (minutes): Time reserved for the appointment

e Time after appointment (minutes): time that is put in the agenda after each scheduled
appointment to possibly work out a conversation report. Can be set to 0.

e Minimum hours for new appointment: Indicates the time from which an available time slot
can be selected from the calendar. If this is set to 0 hours, any available time slot will be
shown.

e Show available time slots in days: Indicates how many days in the future the participant can
search for an available time slot.

e Starting times: Multiple choice of Every 10 minutes, Every fifteen minutes, Every half hour
and Every hour. This determines the start time of each appointment, based on its availability
in the calendar.

e Calendar type: Decide what kind of calendar the appointment will be created on. Choice of
personal calendar or group calendar/team calendar.

e Group calendar: depending on the chosen value at Calendar type, you can link the group
calendar here.

e Meeting organizer: Depending on the Calendar type value you choose, you can link the
person here.

e Schedule an appointment: choice of available time or reserved time. When the group
calendar is used, you can only select reserved time.

e |nvitation description: description that is shown in the portal to explain the meeting to the
participant. You can also use a custom Label to translate the text.

e Confirmation description: description that is shown on the portal when the appointment is
made.

e Portal link name: The title of the hyperlink to the appointment page on the portal. If you
leave it blank, the full URL will be included in the email.

e Meeting location: choice of Our office, Client, Team, MSTeamsMeeting, Skype or Phone.
These values must match the location selection field in the event object. Based on the
choices Our office, Client and Team, the address is automatically put in the Location
description field. If you leave it empty, you can still choose it yourself when making an
appointment request.

o Application status if scheduled: If the appointment request is linked to an application, the
application will receive this status as soon as the appointment is made. The link is made
automatically when you create the appointment request via the wizard. If you send an
invitation via WhatsApp, it will not be linked to the application.

e Email Templates: specify the different templates for an initial invitation, an appointment
creation reminder, the confirmation and the cancellation of the appointment. The link to the
appointment on the portal remains active even after the appointment has been made,
allowing the participant to cancel or reschedule the appointment via the portal. Once the
appointment has been cancelled by the recruiter or the candidate himself, it can no longer
be used.

e SMS Templates: for the same messages you can also send an SMS if you have a subscription
for this. If you fill in both templates, the participant will receive both an SMS and an email.
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Note: To use an MS Teams meeting, you need to have the calendar synchronization active for the
users for whom the appointment is made. It is not possible to set up an MS Teams meeting for a
group agenda.

Planning based on a reserved time block
If reserved time is used in a personal calendar or in a group calendar, you need to create time blocks
with the new type of Appointment reservation.

Go to the calendar of the person and/or the team and make a reservation:

| &

New Event

Select a record type

Appointment
o Appointment Reservation

Event

(: Cancel :)@

New Event: Appointment Reservation

Calendar Details

*subject

“Date

“Date

If you reserve the time in a group calendar, choose the relevant calendar under Assigned to.

With parallel appointments, you can specify how many appointments can be scheduled at the same
time in a certain time block. When you select an Event Type, the availability will be determined to
see if the reserved time for that event type has been set.

Appointment request

An appointment request is a new concept that allows you to indicate from which calendar the
candidate can select an available time slot based on the appointment type settings. For this purpose,
a wizard has been created that you can start on the application from the related list:
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Job Application

© A00000033

Related Details Checklist
) Appointment Requests (0) ([ pew [ New wizaea
O Job Application Status Logging (1) Mew

Start the wizard and go through a few steps. If parameters are defined in the appointment type
setting, they cannot be changed in the wizard.

Step 1:

Appointment Request Wizard

Appointment Type Appointment Location

First, choose an appointment type from the list of set types.

Step 2:

Appointment Request Wizard
-]

Appointment type

Myself

In the second step, you choose who the appointment will be made with: Myself, a Colleague or a
Team.

Step 3:
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The choices in step 3 depend on the choice in step 2. If you choose A colleague, you will get a follow-
up choice which colleague or which public calendar:

Appointment Request Wizard
L =]

User

Appointment Calendar

—None-—

Note: If you also work with the calendar synchronization, you can only create an appointment for a
colleague if you also have rights within Outlook to create an appointment on behalf of the colleague
in that calendar. If you have not activated calendar synchronization, this limitation does not apply.

If you have chosen a Team in step 2, you will see all teams where an appointment calendar has also
been entered:

Appointment Request Wizard
o o

Team Name Appointment Calendar

Houten

Step 4:

Appointment Request Wizard
°

* Subject
|

Appaintment Location

In the last step, you specify the subject and choose a location if it is not preset in the Event type
setting. If you choose a predefined location based on Office, Customer or Team/branch, the location
description will automatically be filled with the correct address.

At 'Schedule an appointment in' you can choose from the following options:
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1. Time available in personal calendar.
2. Based on reserved time. These are time blocks in a personal calendar or in a group calendar.
If the appointment is made for a team, reserved time is the only option available.

After the wizard has been completed, the appointment request has been created:

ihtalké.thaas Copy PortalLink | Cancel Appointment | Reschedule Appointment |

Last Madified By

Once the appointment request has been created, the participant will receive an email and/or SMS
based on the settings from the Appointment Request Setting.

The status of the appointment request is as follows:

e Invite: the request has been created

e Invited: the participant has received an invitation via e-mail and/or SMS

e Confirmed: the participant has an appointment scheduled and it has also been confirmed

e Scheduled: if no confirmation email or SMS has been set, the appointment will be set to
'Scheduled' immediately after creation.

e Cancelled by the candidate: the participant has cancelled a scheduled appointment.

e Cancelled Internal: the scheduled appointment has been cancelled by the recruiter.

e Expired: if the candidate has not responded to the request to make an appointment.

The date of the first invitation, second reminder and third reminder is kept. Once the appointment is
scheduled, these fields will be reset and the date of the confirmation will be filled.

I Copy Portal Link Cancel Appointment Reschedule Appointment v ‘

On the appointment request, a button is available to copy the Portal link to, for example, send it
again to the participant via e-mail or to view the appointment yourself.

If the recruiter reschedules the appointment, the participant will receive another invitation via e-mail
or SMS. If it is cancelled, an e-mail/SMS will follow based on the set cancellation template. The Portal
link will then no longer be usable and the status will be converted to '‘Cancelled Internal'.
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Scheduling an appointment by participant

10:27 ]

2 city-1347.scratch.my.site.com

Klaas de Vrienkx

Blan your appointment

Choose Time

10:30 - 11:30

17:00 - 12100

appeintment

10:31 sl F 5

9 city-1347.scratch.my.site.com ¢,

Reschedule Apsoinmert

‘our current appaintment is set for Manday 119/2026 a
30 - 12:30,

Choase Date Choose Time

1300 -12:00

Tuesday 11202026 1230 - 14:30

Wednesday 112112026 1400 - 15100
Shiw more

1430 - 16:30

1500 - 18:00

Shew more

Keep curront Gonfirm new
appointment appointment

0
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The participant clicks on the link from the e-mail or SMS to schedule the
appointment. Of course, this can also be done on a mobile phone. This will
look like the image on the right.

Depending on the configuration, a number of time slots are shown here on
different days in the future.

The participant chooses a time slot and presses the 'Confirm' button. If in the
meantime the chosen time slot has been booked by another participant, a
notification will follow and the participant can choose a new time slot.

Once the appointment has been created, the participant will receive an email
and/or SMS based on the settings from the Appointment Request Setting.
The final appointment is linked to the appointment request.

The candidate can also return to the appointment via the same link in the
email and also has the option to reschedule or cancel the appointment.

If the invitation has expired, this will also be shown with a notification on the
portal.

2 city-1347.scratch.my.site.com ¢

If the candidate chooses to reschedule the
appointment, the left screen will be displayed. This
will confirm the new time or the existing

commtmponnent appointment can be kept.

s yous =Nt 10 canesl your current

our current aogointment on Konday 111912028 5 19:30

o e The Cancel button shows the right screen, with the
S confirmation to actually cancel the appointment.
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Cop Portal link

Intake Klaas

Email and SMS communication goes through the appointment request, you cannot delete a linked
appointment without canceling the appointment request.

In the event you will see the linked event request:

() Appointment

Intake Klaas
Appointment Type: fake Job Application Status
Subject
Start Time 9/2 e Comments
End Time
Required Attendee
Organizer Account
Ext. Attendee 1 Int. Attendee 2
Ext. Attendee 2 Int. Attendee 3
Ext. Attendee 3 Team
Location Phe Appointment Request

Mail sent to External Mail sent to Required
Attendees Attendee on

Close ) [ Send Email to External Attendees Send Email to Required Attendee | @ Delete )

In the calendar used, an appointment is then 'Reserved' to work out a report, for example. You set
this in the Appointment type setting:

© January 18, 2026-January 24, 2026 TG @)as

sum e wow 13 Tuez0 wep 21 THu 22 ma sar2g

won s
e momon o B o
My Calendars O
[ T ~
Other Calendars &)

oo -
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Sending an appointment request via a flow

Via the Application step setting you can set up a screen flow to send the candidate an appointment
request. The flow for making an appointment in the recruiter's available time can look like this:

Screen Flow
Start

&~

Get Job Application
Get Records

&~

Appointment Request

Screen

@~

Create Appointment Request

Create Records

@~

O End

First, you retrieve all the data from the application. Then you ask a number of fields in a screen flow:

Edit Screen

¢

O 0000P000EDO00CE0008C00000

1

5 Create Appointment Request

o ] Lot Uners Seect Mltple Option

3 Set Companent Visibiity

3 Provide Help

3 Advanced

The choice of a time slot and the location is done by creating Keuzelijstkeuzenset variables from
those fields.

In the last step, you create the appointment request record. Below is an example of which fields are
relevant for creating a record:
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ﬂ Create Records
Create a Record ot This Object

*Object

Appointment Request

Set Field Values for the Appointment Request

Field Value
[[Aa Appointment Request Name X ] <« HAa Appointment Request > Onderwerp X l
Field Value
[[M ] <« HAE .tion from Get Job Application > Job > Account X ]]
Field Value
[[E Appointment Location X ] ] &« HAa Appoeintment Request > AfspraakLocatie X] l
Field Value
[[EE Restrict to Appointment Types X | ] « HM] ]
Field Value
[[Aa Contact X ] <« HAa ...pplication from Get Job Application > Contact X]|
Field Value
[[EE Job Application Status When Planned X | ] « {Aa Tst Interview X ]
Field Value
[[Aa Job Application X] ] <« HAa JobApplicationid X] l
Field Value
[M ] « HAE Job Application from Get Job Application > Job X | ]
Field Value
I[E Linked To X] ] <« HAE Job Application X l
Field Value
[EE Plan Appointment In X ] « UAa Appointment Request > Tijdslot X ]
Field Value
I[E Status X] ] <« HAE To invite X l
Field Value
[Aa Subject X ] « UAa Appointment Request > Onderwerp X ]
Field Value
I[Aa User X] ] <« HAE Running User > Id X] l

The rule of thumb is that you have to fill in all fields that are also automatically added to the

appointment request via the wizard.

In conclusion

With the steps described, you can set up the appointment scheduling module and you can start fully

automating the application process. Need help? Please contact your Customer Success Manager or
the Support Department.
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