Using Google Calendar to Create and Book Appointment Slots

https://goo.gl/Z9RA5u

To book an appointment slot - you have received the link in an email

1.

Log into Launchpad
through Google
Chrome

Click on “Google
Share” inside
Launchpad

Go to “Calendar” by
clicking on the app
center in the top right
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Next, go to your email
and copy and paste
the link that was sent
to you. You'll want to

paste it into a new tab.
To open a new blank tab,
click the “+” sign at the top
of the browser.
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5. Click the arrow at the

top of the page to find
the appointment times
OR click on the “next
available appointment
slot” link in the middle
of the page
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Once you see the
slots, click the actual
appointment slot you
want to book and click
“save” to reserve your
appointment slot.

School Support Senvices Chacklist Book an appointment

r T Tip: You can cusiomize the
What |School Suppornt Services Chacklist (P Aulakh) devails o the event aker you
When Mon, March 4, 1pm = 2pm save it

Who P Aulaih -
School Suppost Services Checklist I Since you are logged

Whare into Google Share, it will
put your name in the
"who" area.

Description

Once you click "save”
the slot is reserved for

Save || Cancel you.



https://goo.gl/Z9RA5u

You will get a confirmation
screen confirming your Book an appointment
appointment.

‘Your appointment has been saved.
View ! edit in Google Calendar or stay hers.

YOU Wl” recelve a Calendar Search Current Mailbox (Ctrl<E) O | Current Mailbox  ~ «/ Accept v ? Tentative v ¥ Decline v 5@ Propose Mew Time » [ Calendar...

invite in your Outlook from All Unread ByDate~ Newestd |- Fri 2/22/2019 12:21 PM

Google. It takes a few 4 Today School Support Services Checklist <share

minutes for the automated School Support Services C.. [ [ Invitation: School Support Services Checklist (P Aulakh;
. L. Invitation: School Support Service... 1221 PM X Required P Aulakh

email to go out. Treat it just more details » N :

0 Please respond.

inviteics
E 2KB

like any other calendar invite
and keep all your
appointments in one place!
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Creating Appointment Slots Using Google Calendar

Google Calendar provides the ability to create appointment slots, share the slot calendar with others, and have
users book a slot. Users cannot access or edit other’s appointments.

Log into Launchpad @ & _#H O . O
Click on “Google Share” inside Launchpad
Go to “Calendar” by clicking on the app
center in the top right
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Part of the appointment slot process is sharing the calendar that the slots are on with other people. For this
reason, it is suggested that you create a separate calendar for each purpose. In this case, we are going to
create one calendar for the purpose of evaluation sign ups as an example.




Click on the ellipses next to “Add
calendar”
Click on “New calendar”
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Add calendar

Add calendar
Mew calendar

Name the calendar and add any
description details you would like. Click
“Create calendar”.

You will see a little notification at the
botoom of the page telling you that the
calendar was created successfully.

To see the new calendar, click the back
arrow next to “Settings” to view your
calendar list.

New calendar

Name
Evaluation Appointment Slots

Description

Time zone
(GMT-05:00) Eastern Time - New York

Owner
aulakh.pamela@share.brevardschools.org
Organization

Brevard Public Schools

Create calendar

< Settings

Uncheck any other calendars so that the
newly created calendar is the only one
that appears. If you leave others visible,
it’s easy to accidentally create
appointment slots on the wrong calendar.

My calendar

Remove visibility
P Aulaki to other

D 18-10 T Calendal’s by un-

checking the box
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Find the day you want to create your 12 13 | 14
appointment slots for and click ONCE on
the date. If you click twice, the Add title
appointment slot option doesn’t appear.

Event Out of office

1. Add the title e

2. CLICK “Appointment S|OtS” as €0 12,2019 12:00am - 12:00am Feb13,2019

the type Slots with duration minutes

3. Select the time frame you want

your entire appointment slot @ e b
window to run 4
4. Enter in the amount of time for 2 More optons |
each slot within that slot window
5. Click Save
Note: You can also set these up as
single slots.
To create recurring events, click on the ‘
appointment block once in your calendar 2 W & :
and click the edit button.

slat Tastina
Click on the “Does not repeat” button and

select your recurring times. Be sure to
click “Save” at the top of the page if you _ !
Feb 12,2019 8:00am to 12:00pm Feb 12,2019 Ti ne

X Appointment Slot Testing

make any changes.

Slots with duration = 30 minutes  Does not repeg

Things to remember:

e Each user will not be able to edit or Event Details  Find a Time

view any appointments slots
booked by anybody else.

e Onceaslotis booked, onIy the 3 Evaluation Appointment Slots
calendar creator and the person
who booked the slot can see the
slot. It disappears for all others.

Daily

Weekly on Tuesday

@ Add location Monthly on the second Tuesday

Annually on February 12

Every weekday (Monday to Friday)
This calendar's appointment page

Custom...

The next step is to invite users who you want to be able to sign up for a slot.

After you've set up appointment slots, you can invite people to book time.

To invite people to book appointments, don't invite them to the appointment slot. Instead, get a link to send them
for your appointment slots page:

1. Open Google Calendar.

2. Click your appointment >/ Edit event.
3. Click This calendar's appointment page.



https://calendar.google.com/
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Appointment Slot Testing (| 7 W B X
® Appgihtment Slot Testing
Tuesd@, February 12 - 8:00am — 12:00pm, 30 minutes
ap ment slots
19 & Go to appointment page for this calendar

4. Copy and paste the calendar's appointment page link from your browser.
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ick on an open appointment slot to sign up. If no slots are available, please try a different time range. To cancel an appointment slot you've already booked, leave this sign-up page and delete the

sday K ECE Feb 17 - 23, 2019

Sun 217 Mon 2/18 Tue 2/19 Wed 2/20

5. Send this link to people who want to book an appointment through email.
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