1. Glick on "appointment management” button

2
u
- N GESTOR DE CITAS
e |

INSCRIBIRSE




2. 100 In using the email and password from the registration form

Correo electronico

Contrasena creada

Recuérdame

Lost your password?




*[f you don't remember It, click on "lost your password" by adding your email

Correo electronico

Contrasena creada

Recuérdame

Lost your password?




3. Once logged In, you will arrive at your profile. There, you will verify If all
your Iinformation IS correct, If not, you may change Iy by clicking on "edit my

DTOTIIB"

MIPERFILY AGENDA ~  PROGRAMAR REUINONES ~ TUTORIAL ~ CONTAGTAR  SALIR

EDITAR MI PERFIL

AGENDA PERFIL

octubre 19, 2021

09:00 No disponible

11:00 _ |
Liberar tiempo

11:00 No disponible

12:30 _ |
Liberar tiempo

NOMBRE

12:30 Disponible
18:00

Reservar tiempo
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4. When all modifications are added, click on "submit” and you will be
redirected to your profile page once again.

Bio

Prueba de BIO hola




0. Before scneduling meetings, edit your availability by clicking on

"modify availability"

d I"/ gﬁl%ﬂ A 103 GINL MI PERFILY AGENDA ~  PROGRAMAR REUINONES ~ TUTORIAL ~ CONTACTAR  SALIR

AGENDA PERFIL

octubre 19, 2021

09:00 Disponible

18:00 ‘
Reservar tiempo

octubre 20, 2021

09:00 No disponible

10:30 | | NOMBRE
Liberar tiempo

CARGO

10:30 Disponible

EMPRESA
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b. Switch the time slots to red or green according to your availability, when
%Hg g‘&llgﬂglbﬂlgns’[l%%lslsr[ your profile they will be abie to request a meeting for

2U21-10-15 2020110 21 2021-1¢

Ir tiempo

NOMBRE

CARGO

EMPRESA

Ir tiempo

TELEFOND




7. By clicking on "schedule meetings” you will be redirected to the
participants list. There, you will be able to request meetings.
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7. Glick on a profile of your Interest to request a meeting.
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7.To request a meeting, select the time Slot that IS most suitable to you upon

clicking on "request meeting" in any of the 3 days.

vﬂlf/ gﬂ%ﬂ A L05 GINGO MI PERFILY AGENDA ~  PROGRAMAR REUINONES ~ TUTORIAL ~ CONTACTAR  SALIR

AGENDA PERFIL

octubre 19, 2021

09:00 Disponible

18:0 B )
Solicitar reunion

octubre 20, 2021

09:00 Disponible

18:00 . 5
Solicitar reunion NOMBRE

CARGO
octubre 21, 2021

09:00 Disponible

EMPRESA



7. 0nce requested, the meeting will be pending on confirmation by the other user
%lillllglaaslllﬂf,:[mall will be sent. It is recomended to only book a meeting for the same

octubre 19, 2021

09:00 Disponible

1730 o »
Solicitar reunion PEHFIL

17:30 (=) Crispin Enterprises

18:00 Pendiente de confirmacion

o

octubre 20, 2021

09:00 Disponible
18:00

Solicitar reunion



7.To accept meetings, access your profile and review Xour agenda. Click on
"accept meeting” to confirm or "X" to reject. You wil
time a meeting has been requested.

B sent an email each

octubre 19, 2021

09:00 Disponible

17:30 |
Reservar tiempo

(7) Crispin Enterprises

Aceptar reunion

octubre 20, 2021




7. When It I1s time for the meeting, click on the particpants names to access

the Zoom online meeting.

octubre 19, 2021

09:00 Disponible

- PERFIL
Reservar tiempo

17:30 (720 Crispin Enterprises

18:00 Sala: user11@chocaloscinco.es

octubre 20, 2021

09:00 Disponible
18:00

Reservar tiempo
NOMBRE




7. Glick on "|oin" on the web browser option. It IS recommend over the app

option as It IS more reliable.
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ID de la reunion 96881153065
lema 2021-10-19 12:00

_ Waiting - Not started
Estado de la reunion e

" PR CamaMEr &

b pagalal

martes Oct 19, 2021 12:00

Hora de inicio
P M
Zona horaria Furope/Madrid
Duracion 30
Unete a traves de la aplicacion | |
Unete

Zoom

Unete a traves del navegador

web




