
Adjusting Availability

1. Go to your Profile
Click initials in upper righthand corner > My Profile

2. Connect your calendar (if applicable)
This will allow Olivia to read your free/busy times before presenting times to candidates for an 
interview. 

3. Edit your open interview times
This will allow you to set a recurring availability which will be repeated every week.

Your AI will look at this availability first and then cross check with your connected calendar before 
offering times to the candidate.
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Follow the steps below to tell Olivia when she can schedule you for an interview.
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4. Set your timezone
This is the timezone Olivia will use when 
presenting times to the candidate.

5. Block your busy days, vacation days, 
and holidays.  
These can be marked in your connected 
calendar as “busy” or entered here. 

6. To view your day-to-day calendar (to 
override your recurring calendar) go to 
All Apps > My Calendar.


