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*  Open Google Calendar
+ Click on today’s ¢ placeholder and click edit event


http://youcanbook.me/

Where

Vide

Calendar

Description

Attachment

Event (

Motifications

Show me as

Visibility

9:00am to 4:30pm 47712015

at: Weekly on Monday, Tuesday, Wednesday, Thursday, until Apr 7,015

Select Edit next to Repeat
Set Ends: on 4/7/2015

Repeat

Repeats: | \Weekly

Repeatevery: |1 Y |weeks
Repeat on: SEM AT EW T OF
Starts on: [1/12/2015

Ends: Never
FHer olrumences
= OnW4/7/2015

Summary: Weeniy-onMenday, 1uesday, Wednesday, Thursday, until Apr 7, 2015

Done Cancel

Edit recurring event

‘Would you like to change only this event, all events in the series, or this and all following events in the series?

All other events in the series will remain the same.

Following events This and all the following events will be changed.

Any changes to future events will be lost.

All events All events in the series will be changed.

Any changes made to other events will be kept.

Hit done, Make changes to All Events, and Save your event
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Wednesday, April 8 - Friday, May 1

L2015
Wednesday, April 8 - Friday, May 1 . ) - ) .
Transfer Appointment Placeholders: o o o o -
Wednesdays and Thursdays (beginning 4/8/15) \ B X
Create: tr™ at 11:30 and 2:30 [(AA's) UA's 11:00 5=&3p | [8-E3R  Wed,April 8 11:30am - 12:00pm o
and 2: 00] : Video call m Join meeting: carloj w
¢ Edlt Event ™ Delete Edit event »
* Repeat: \ — e
+  Wednesdays and Thursdays s e e %=
- Ends: 5/1/2015 = ] S B - -
*  Show me as: Available & &
Continuing Appointment Placeholders — tra — —
Wednesdays and Thursdays (beginning 4/8/15) - . c c
* Create c” at all other times you take appointments Nt eekly on Wednosday, Trursday, ntilApr 30,2015
(adjust based on your schedule and lunch hour): e
+ Edit Event o
* Repeat: repeat
* Wednesdays and Thursdays Repeats: [Weeky v
e Ends: 5/1/2015 : Repeatevery: |1 ¥ |weeks
* Show me as: Available . ' Repeaton: (S CiM T @w @T OF s
Starts on: |4/8/2015
Mondays and Tuesdays (beginning 4/13/15) S
* Create ¢ (hours you take appointments) * On41302015
° Edlt Event Summary: WeekKiy unweunesday, Thursday, until Apr 30, 2015
° Repeat: Done Cancel

* Mondays and Tuesdays
* Ends: 5/1/2015
+ Show me as: Available o




Monday, May 4 - Friday, August 20

Beginning Monday, May 4

Following the same process as above:

S May3-9,2015

Continuing Appointment Placeholders
Create ¢ events at the first half of every hour (9:00, ==~

Iion Sid

Tue SIS

Wied S5 Thu FriS/g
10:00, etc.) e x
° Edlt Event Maon, May 4, 9:00am — 9:30am
. Repeat Video call = Join meeting: carloj
* Monday, Tuesday, Wednesday, Thursday  cepe Edit event »
* Ends: 8/20/2015 ' oo | [3-er | [8-cr | [5-¢c* [T
* Show me as: Available %30t %30t 230 - tr* 2301 Meefing with Mike
* Repeat this process for the second half of each -t -t -t -
10:30 - tr* 10:30 - tr* 10:30 - tr* 10:30 - tr*
hOUI‘. > 11-¢" 11 -¢" 1-¢ 11 -
11:30 - tr* 11:30 - tr* 11:30 - tr* 11:30 - tr*
/ ED=il 12p-1p 12p-1p € 12p-1p - 1p
Lunch Lunch Lunch Lunch Lunch
Transfer Appointment Placeholders: [tp-cr | [tp-c | [tp-or | [1p-or
Create tr”" events at the second half of every hour L:atp - " L:atp - " 100 - rt 1300 - It
p-ct p-ct p-ct 2p-ct
(9:301 10:30/ etc') 2:30p - tr* 2:30p - tr* 2:30p - tr* 2:30p - tr*
» Edit Event o o ¢ ot
3:30p - tr* 3:30p - tr* 3:30p - tr* 3:30p - tr*
* Repeat dp-ct 4p-Tp  |ap-c” dp—c" dp—c*
* Monday, Tuesday, Wednesday, Thursday Leaming, & |
| eadarzhin

e Ends: 8/20/2015
e Show me as: Available

* Repeat this process for the second half of each
hour.
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Continuing

* Check your youcanbook.me e ——

site from May 4-Aug 20 for

continuing appointment slots;

make adjustments to your T T R

calendar as needed.
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* AA’s: Check the site below to EmETEETIED Transfer

view transfer appointment
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calendar as needed. [ 930AM | 530AM | s30AM | s30Am |REEEEEH

ARl A IEECYIN TN TP BECETN 5
nsuappointments.youcanbook.me | : - :

’ .
nsuappointmentsba.youcanbook.me BEETLET NPT ST MEETIT 2o e

336-P


http://youcanbook.me/
https://nsuappointments.youcanbook.me/
https://nsuappointmentsba.youcanbook.me/

