
How to Schedule an Appointment in Attendee Hub 

CampusEnergy2021 allows you to schedule an appointment with fellow attendees and exhibitors (and, 

conversely they can schedule one with you). Appointments are scheduled in Zoom through a calendar 

invite. Here’s how: 

Step 1:  

On the ‘My Event’ page, click the ‘Schedule Appointment’ button in the “Looking to Network” section, 

near the top left. 

 

 

  



Step 2:  

When you click the “Schedule Appointment” button, you will be directed to a page that looks like a 

calendar. This calendar shows your schedule for CampusEnergy2021 and any events you have added to 

your schedule. At the top left, you will see a ‘Create Appointment” button. Click it. 

 

 

  



Step 3:  

A window will appear to the right side, to select an Appointment Type. There, you can either “block of 

time”, when you will be busy, or select “Make an Appointment with an Attendee” to connect with fellow 

attendees.  

 

 

  



Step 4: 

When you select “Make an Appointment with an Attendee”, a menu will pop up for you to select the 

attendee you want to connect with, and the time you would like to schedule the Zoom call with them 

(shown below, on the left). 

Click the Attendee button for a list of attendees you can connect with (shown on the right). Click on the 

person you want to connect to.  After selecting the person, you will be directed back to the screen on 

the left, where you can enter the time and subject and description of the message you would like to 

send to them. If they are busy during the time you selected, a message will pop up indicating that so you 

can select another time. 

  

  



Step 5 

Once you have done that, hit send and the meeting will appear on your calendar as tentative (in blue), 

waiting for the other person to accept your meeting. Once they accept it, the meeting will be added to 

the “My Schedule” tab in the Attendee Hub. 

 

 

 

 

  



What it Looks Like When Someone Sends You A Request 

When someone sends you a request, it will come into the email you have on file, with a link to accept or 

decline the appointment.  

 

 

 

When you click the link, you will be directed back to the “My Schedule” page, where will see who the 

person is who requested it (the host) and you, the attendee. Simply click the “accept” button and the 

meeting will be saved to your “My Schedule” tab. 

 

 



 

Setting Up Appointments in the Exhibit Hall 

As mentioned, you can also set up an appointment with exhibitors, directly in their booth, but selecting 

the ‘schedule appointment’ link. 

 

 

 

Once you click that link, the steps are the same as setting up an appointment with an attendee. The only 

difference is you select “Make an Appointment with an Exhibitor”, and by doing so, you will only see the 

registered personnel associated with that booth. 

Meeting with colleagues at CampusEnergy2021 is invaluable. We hope this new module will help you 

make the connections you need during the event.  

 

 

 

 

 


