
Using	Google	Appointments	

	

In	Google	Calendar,	open	up	a	new	appointment.	Click	on	“Appointment	Slots”	link.	

	

	

A	new	panel	will	open.	Fill	in	the	title	and	any	other	field	you	wish.	
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Save	the	link	to	share	with	others.	
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When	you	save	the	appointment	slot,	you	will	see	a	new	hatched	block	of	time	in	your	
calendar:	

	

	

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:	

	

	 	



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!	

	

	

	 	



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.	

	

	

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.		

	

	




