Using Google Appointments

In Google Calendar, open up a new appointment. Click on “Appointment Slots” link.
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., Event] Appointment slots New!
When: Thu, July 21, fam — 8am
What: -
e.qg., Breakfast at Tiffany's
Calendar: ' Sherman Domn -]

Create event  Edit event details »

W

A new panel will open. Fill in the title and any other field you wish.

« Back to calendar m Discard

Create appointment slots on calendar: Sherman Do E|

This calendar's apbpointment paae: httos://www.aooale.com/calendar/selfsched?
Rhubarb

Title I} Add guests

Il be used for any appointment slot booked from this block Enter email addresses

Time block 7/21/2011 7:00am to |8:00am 7/21/2011 [/ Repeat. .

Type:  © Offer as a single appointment slot
@ Offer as slots of: 30 minutes

Where

Description



« Back to calendar SAVE Discard

Create appointment slots on calendar: _rSherman Domn

[+]

This cab!endar's appointment page: https://www.dqoodle.com/calendar/selfsched?

Rhubar

Title

Time block

Type:

Where

Description

Sign up!

This title will be used for any appointment slot booked from this block

712112011 |[7:00am  |to 8:00am

© Offer as a single appointment slot
@ Offer as slots of: 30 | minutes

Save the link to share with others.

« Back to calendar m Discard changes

Create appointment slots on calendar: | Sherman Do

Delete

|[7212011 | [EIRepeat...

[=]

This calendar's appointment page: https://www.google.com/calendar/selfsched?

Rhubarb

Title

Time block

Type:

Where

Sign up!

This title will be used for any appointment slot booked fi Copy link address

Thu, July 21, 7am - 8am [/ Repeat. ..

) Offer as a single appointment slot
@ Offer as slots of: 30 minutes

Click to add a location

Open link in new tab
Open link in new window
Open link in incognito window

Save link as...

bl ]

i® AdBlock
Clip to Evernote
¥ Share link with TweetDeck

»
»

Inspect element

Rhubarb



When you save the appointment slot, you will see a new hatched block of time in your
calendar:

7-8
Sign up! (30min slots)

When you send the link to others, they will be able to see in your calendar ONLY for the

appointment blocks you have set up. The title you chose will be the label they see for each
appointment slot:

o cancel an appointment slot you've already booked, leave this sign-up page

Wed 7/20 Thu 7/21 Fri7/22

Sign up!

Sign up!



When they click on an appointment slot, they will be able to fill in some details. N.B.: Your

students (or other appointments) will need to have Google accounts to sign up for
your slots!

Book an appointment

Tip: You can customize the
details of the event after you

When Thu, July 21, 7:00am — 7:30am save it.

What Sln up! (Sherman Dorn)

Who Sherman Dorn

Where

Description

Book an appointment

' Tip: You can customize the
What Bartleby the Student details of the event after you

When Thu, July 21, 7:00am - 7:30am save it.
Who Sherman Domn

Where |

Description || would prefer not to.




Once a party signs up for a lot, it will appear on your calendar. It will not reduce the
hatched appointment-block time, but others will not be able to sign up for the same slot.

7-8 7 - Bartlel
Sign up! (Btgmm [}

alatksh

In your Calendar, the appointment will appear with both you and the other party as
invitees, and if you change the appointment, you will be able to notify the other party.

This event was created from an appointment slot
Bartleby the Student

712172011 7:00am to 7:30am 1121/2011 Time zone

[CJAllday [CJRepeat..

Event details
Where
Make some attendees optional
Calendar | sherman Dom [+] Guests Emai quests
Description ;

| would prefer not to v dom@mail.usf.edu*

v Sherman Dorn





