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How to set up appointments
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Provide instructions to students for this location, if any.

2. Click your name and select "Appointment
Preferences’

3. Scroll to My Locations
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7. Office Hours are to set up time slots for individual students, Appointment
is to schedule a student an appointment for a timeslot, and Group Session
will allow multiple students to sign up for an individual time slot.




Edit Office Hours - Student Appointments

=) |

* Title Student Appoiniments

* What day(s)? Repeats every 1 u weekls)

Fepeat on:
* What time? 1:30 pm to |3:30 pm
* Where? Mote: You may select more than one lecation to give students a choice

Promise Center Room 2001
Visit the Promise Center, 15t floor of the bullding attached to the brdge that crosses
Chapman Ave

Zoom
hitpsdfulico-edu. zoom. usimy/ashelienbarger. Flease rename your Zoom o maich
Your appt. name

Phone Call
| will' call you from my office phone for your sppoiniment
* Office hours Type @ Scheduled Appointments Qnly n

Only take scheduled appoinimenis

* How long? 30 minutes n minimum appoinimant length
30 minutes n maximum appointment length
Instructions Start/End Date

These will be sent to anyone who makes an appointment

If you need to meel with 3 Fullerion Collage Counselor to create a student education plan or discuzs your
clazses, please vigit the Counseling websile here: hitps:dicounsaling fullcall edus

Please email me at ashellenbarger@fullcoll.edu with any questions
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8. Edit your Office Hours by
changing the title, selecting
the days, times, and locations
(that you preset from page 1),
instructions for the student to
view

9. Select the start/end date
tab to indicate when the
appointment type ends

10. Click Submit when finished
editing the office hours/group
session

11. After clicking Submit, you will
see the schedule of your
appointments

12. Click on the clock of your
appointment to edit or delete
that appointment time

13. Click on the + Sign Up to
add a student to that time slot



