
How to create an appointment in Microsoft Bookings 
 

 

Navigate to the Math Matters Virtual Office calendar by following this link. 

 

 

 

 

  

STEP 1 

Select the type of meeting you wish 
to schedule. In this image, there is 
only one type of meeting available, 
“Meeting with Program 
Coordinator.” 

STEP 2 

Select the date, time, and staff for 
your appointment. You may select a 
specific staff member or choose 
“anyone” to see all available meeting 
times. 

 

https://outlook.office365.com/owa/calendar/VirtualOfficeMathMatters@utsacloud.onmicrosoft.com/bookings/


 

STEP 3 

Tell us about yourself. Please give us 
your name, preferred email, and a 

brief description of what we can help 
you with. 

You’re all set! We look 
forward to seeing you soon. 


