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June 1–4, 2025 PHASE III USER GUIDE

DIRECT SCHEDULING AND CANCELLATIONS

APRIL 25 TO MAY 9, 2025

HDA added a new Phase III to allow more user control of changes to your pre-set meeting schedule in Part-
nerLinx. Designated BLC coordinators and table/team captains may make additions to pre-set appointments 
through a new direct scheduling function. Captains and coordinators may also cancel pre-set appointments in 
PartnerLinx.

There are two ways of directly scheduling appointments with your trading partners, which are described in 
this guide:

• Direct scheduling by team/table: Pick the team/table you want to meet with and view mutually available 
time slots to request an appointment.

• Direct scheduling by time: Pick the time you would like to add a meeting and see the mutually available 
teams/tables during that time slot.
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DIRECT SCHEDULING BY TEAM/TABLE
Search for the company you want to meet with. Click “Request Appointment.”

Mutually available time slots will appear. Select one.
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DIRECT SCHEDULING BY TIME
From your PartnerLinx calendar, click on an “Open Time Slot.”

A list of tables/teams that have the selected time slot available will appear. Select who you would like to 
request a meeting with by clicking the “Request Appointment” button.
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ACCEPTING APPOINTMENTS
When a direct scheduling appointment is requested by either method above, an email will be sent notifying 
the other party that an appointment has been requested. The other party must either accept or reject this 
appointment in PartnerLinx. 

If you requested an appointment, it will appear in green text on your PartnerLinx calendar. Note, the lefthand 
legend which indicates appointment statuses: 

If there is an appointment in “Requested” status that has not yet been accepted by you, it will appear in red 
text on your PartnerLinx calendar and you will see the “Pending Appointments” alert box in blue on your 
PartnerLinx screen. You may click the alert box to accept/decline.

If you accept the appointment, an email will be sent saying you have accepted, and the appointment status 
will be changed to appear as scheduled on both parties’ calendars.

Your schedule is not considered final until the end of Phase III — May 10, 2025.  
Please wait to print or add to Outlook calendars until finalized.
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FOR PARTNERLINX SUPPORT: 

Contact HDA staff for further assistance. 

Entoria Nicely
Manager 

Member Services 
enicely@hda.org 
(202) 964-5872

Lisa Kanfer 
Vice President 

Membership and Development 
lkanfer@hda.org 
(202) 964-6066 
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