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Log into your
Canvas
Dashboard
and click the
calendar.




On the right-side
menu, choose
the course you
want to
schedule
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Click the + sign
at the top of the
calendar to add
a new
appointment or
office hours
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From the pop
out window,

choose
Appointment

Group

Edit Event

Event Assignment Appointment Group _

Title:

Input Event Title...

Date:

Thu, Sep 28, 2023 =
From: To:

Start Time s End Time W
Location:

Input Event Location...

Conferencing:

Add BigBlueButton

Calendar:

Developing an Online Course 2023 N

More Options



In this window you will
set up the specific
details

> Enter the Name of the group

> Enter the location, physical or
virtual

> Select the calendar that you
will schedule

> Add the date, time and duration
of each Advising or Office hour

> Divide into equal slots of your
preferred time

> Click Publish when finished

» Choose how many participants
can attend per appointment

> Be sure to click Publish

Edit Event

Event Assignment Appointment Group

Name /

Location

r'd

Calendar

Select Calendars/

Have students sign up in groups.

Details:

Date Time Range

2023-09-28 : X

Divide into equal slots of 30 minutes. Go

Options
[J Limit each time slot to (

] Allow students to see who has signed up for time slots that
are still available.

Limit participants to attend 1 appointment(s).

Cancel




Your new
Advising/Office

hours will be
created and
displayed in your

Canvas Calendar.
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