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Guide for scheduling meetings

This guide is made so that you can easily understand the 
meeting scheduling process through the Koyag platform.

In 13 simple steps we will explain how you should enter the 
platform and then schedule your meetings.



1. You will receive an email with a personalized link that will take you to the meeting 
scheduling platform.



2. You will access a "login" and you must create a password. You will use this password 
later to be able to enter the platform.



3. The first thing you should do is configure your time zone according to the country 
where you are located. This is very important so that your appointments in your calendar 
are perfectly synchronized and do not get confused with the schedules on the day of the 
event.



4. Then you will be directed to your profile that will be preloaded with information from 
your application form. You can edit information and you can also add a profile photo and 
a logo of your company. This is very important, since when you request a meeting, your 
partner will see this information to decide whether to schedule a meeting with you or not.



5. Once you have finished your profile, go to the “participants” section to start scheduling 
meetings.

You must have your 
full profile to be able 
to schedule 
meetings.



6. You have a filter where you can select types of participants with different categories or 
also your meeting status with other participants.



7. By clicking on some of the users, you will be able to see the participant's profile and 
decide if you want to request a meeting.

Here you can 
request a meeting.



8. When you receive a meeting request, you can accept and schedule a time that suits 
you.



9. When you receive a meeting request, you will also receive a notification email that will 
take you directly to the user's profile within the platform.



10. If you need to reschedule a meeting, you can go to the profile of the respective user 
and send him or her a time proposal for the new schedule of the meeting in accordance 
to the available hours of your agenda.



11. In the “My Agenda” section you will have all your meetings scheduled and you can 
also check the profiles of the users with whom you have meetings.



12. We recommend you to enter into the platform a few minutes before your scheduled 
appointments to verify that your camera and microphone are working correctly.



13. On the days of the event, you can have all your meetings scheduled from the same 
“My Agenda” section.

You will be informed at all 
times when and with whom 
you must connect according to 
the appointment times that you 
scheduled prior to the event.

The buttons to connect to your 
meetings will be unlocked the 
moment you have your meeting.

On the day of the event you must connect from the Google Chrome browser to ensure an 
excellent experience.



14. By connecting from "My Agenda" to your meeting, you can have your meeting on the 
same platform.



14. If you wish to invite someone of your organization to the meeting, you only have to 
click the “invite” button and share the generated link with the respective person.



15. Once your meeting is over, you should answer a brief evaluation about the result of 
the meeting you had.



If you have any question, feel free 
to reach us at hola@koyag.com


