
Scheduling Aids

Trying to find a time to meet with an individual or group can be 
time-consuming and frustrating. Here are some scheduling aids.

Doodle is for polling a group for availability. It’s widely familiar, but the free 
version has so many ads! They offer a team version for $8.95 / user / month.

Calendly is what I use. People can book 1:1 meetings of various lengths, and I 
can also set up a poll similar to Doodle for easy group scheduling. As you can 
see in the picture, it syncs to my calendar, not offering times the week of 
March 10th when I’m out of office.

Outlook can embed the poll right into your email message. Instructions are 
here. 

Google also does this. Instructions are here (scroll down to the section “Offer 
available times to meet”). I also sometimes use this, as you can see in the 
picture.
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