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Start Using LinkedIn Scheduler 
LinkedIn Scheduler automates the scheduling process, saving you time when scheduling busy candidates. 
Simply sync your Office365 or Google calendar within the InMail compose window or your Recruiter inbox and 
then share your availability when you send an InMail message.  

Candidates see your available time slots and can schedule their own interviews. Once a candidate has 
selected a time slot, the meeting is automatically added to your calendar. If you add other events to your 
calendar, your availability in Scheduler will also automatically update, so you don’t have to worry about double 
booking a meeting. 

The Recruiter Experience 

Before you use Scheduler the first time, you’ll have to sync it with your calendar.  

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

  

To access Scheduler in the 
InMail compose window, 
click the calendar icon. 

Click Sync calendar. Then 
select your email provider 
and enter your email 
address and password.  

Click Sync calendar. Then 
select your email provider 
and enter your email 
address and password.  

To access Scheduler in 
your Recruiter inbox, select 
a message. 
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When your calendar is synced, simply click one of the following buttons to add an availability link to your InMail 
message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

After an availability link is added to an InMail message, you can customize the settings before sending the 
message to the recipient. 

 

 

 

 

 

 

 

 

 

 

 
  

Customize each 
invitation by 
adjusting Meeting 
duration and Link 
expiration date. 

Click View all settings to adjust scheduler’s 
defaults for meeting length, your time zone, 
and your regular work hours.  

Click the x to remove the link to 
your availability from this InMail.  

Click the Share my 
availability button 
in the InMail 
compose window.  

Click the Attach 
scheduling link 
button in your 
Recruiter inbox. 
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The Candidate Experience  

The candidate will see your InMail, with a link to your availability. When the candidate clicks the link, they will 
see a list of available time slots. The candidate chooses a time that works for them and the meeting is 
automatically added to your calendar.  

Customize each 
invitation by 
adjusting Meeting 
duration and Link 
expiration date. 

Click View all settings to adjust scheduler’s defaults for 
meeting length, your time zone, and your regular work hours.  

Click the x to remove the link to 
your availability from this InMail.  
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