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CREATING A
FIXED EVENT
TEMPLATE

This guide will cover the process creating a fixed event template. Fixed event templates allow users
to schedule event times based on calendar availability set during the process of creating the event.

0 Click the New button on the left menu bar.

e Click Event Template.
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e Select the Fixed event option.

New Event Template *Fixed events allow candidates or paticipants to select the
date and time of the event based on time slots that you've made
available.

Add an external and internal name for the
template and select a length of time for
each available time block (if applicable).

New Auto-Scheduled Event Tem...

Event Template Name

This name appears on all calendar invites associated with this event template.

Event Template Name Internal

Length

30 Minutes

e Click the Save and Next button.

New Auto-Scheduled Event Tem...

30 Minutes
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