Creating Open Appointment Slots
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Search Calendar “

GreenMail
Calendar Today £ > Aug 24 — 302014 Day Week Month 4 Days
Event | Appointment slots X
CREATE ¥ Sun 8/24 Wed 8/27 Thu 8/28 Fri 8/29 Sat 8130
GUT-06 When: Mon, August 25, 8:30am - 4:30pm
~ August 2014 < Sam What: |c |
S M T WTF S e.g., Breakfast at Tiffany's
27 2829 30 31 1 2 Bam
345 6 7 8 9 Calendar: | ulia Carlo 2
10 11 12 13 14 15 18
Tam .
Create evel Edit event »
8am
My calend m
~ My calendars = 9am
I Julia Carlo
Appointments
10am
[ Tasks
~ Other calendars = Tam
Add a coworker's calendar
12pm
Amy Proctor
Andrea Velsor
ASHLEY VINYARD Tem
Chiris Greer
Contacts’ birthdays a. 2pm
Dr. Pamela Hathorn
Emily Wood 3pm
Erik Wilkinson
Holidays in United St... 4pm
Jerrid Freeman
Kathleen Reese spm
Kristal Soderstrom
Lauren Barela 6pm
Wary Jane Podesta
Olaf Standley 7pm
Transfer Connections
LIAC: Annnintments -

* Open Google Calendar
* Beginning Monday, create a new event
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c
4112014 8:00am to 5:00pm 417772014 Time zone
[] All day [7] Repeat...

Event details Find a time

Where Enter a location Add: Guests | Rooms, etc.

Enter email addresses Add
Video call Add video call
Calendar Julia Carlo A
Guests can
Description [7] modify event

invite others
see guest list

Attachment Add attachment

Event color D . . .

Reminders [No reminders set
Add a reminder

Show me z5 @ Available 0 Busy
Privacy @ Uerault ) Public ) Private

By default this event will follow the =haring =ettings of thiz calendar: event details will be visible to anyone
who can see details of other events in this calendar. Learn more

« Type cin the event title (must be lower case to match youcanbook.me)

 Set your work day / available appointment hours
* Select “Available”
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Discard
[
/262014 8:30am to 4:30pm 8/25/2014 Time zone

All day ¥ Repeat: Weekly on Monday, Tuesday, Wednesday, T

Repeat X
Event details
Repeats: | Weekly T
Where
Repeat every: | 1 v | weeks
Video call zeting: carlo]
Change name | Remave Repeaton: [J& #IM WIT W WIT LIF ]S
Calendar |Julia Carlo v Starts on: |8/25/2014
Description Endd ® Mever

After OCCUITENCES
S
Summary: Weekly on Monday, Tuesday, Wednesday, Thursday
Attachment Add attachment
Done Cancel

Event color

Reminders

Show me as Available Busy

Privacy Default Public Private

* Select Repeat. .. .

* Repeaton: M, T W Th F (only days you take appomtments)
* Ends: Never

 Select Done and Save your event
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" iteand make adjusiments N N
site and make adjustments on

8:066-AM 8:06-AM 8:00AM 8:00-AM B8:00-AM
your google calendar as
needed.
3:30-AM
H30-AM

2:06-PM 2:00PM 12:06PM 1206PM 12:60PM
230-PM  230PM 23606PM 236PM 236-PM

mmmmm
H&MH&M
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