Transfer Intake Settings

youcanbook.me

STEP 1
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*  Open Google Calendar

¢ Beginning today, select any c appointments currently on your calendar
« Edit event


http://youcanbook.me/

e v
c/\
All day w Repeat Weekly on Monday, Tuesday, Wednesday, Thursday, until Oct 39, 2014
Repeat
Repeats: |'Weekly v

Repeatevery: |1 Y |weeks
Repeat on: SEM@ET@W@ET OF @S
Starts on: [8/25/2014

Ends: Never
Lfor accurrences

® On |10/30/2014
Summary: Weekly on Monday, Tuesday, Wednesday, Thursday, until Oct 30, 2014

Done Cancel

e Addthe” symbol after c in the event title [lower case ¢ with » symbol (above the number 6)]
* Select Edit next to Repeat

* Set Ends: on 10/30/2014
« Hit “done” and save your event



4:30pm 242014 me Zone

onday, Tuesday, Wednesday, Thursday, until Oct 30, 2014 Edit

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?

e Only this event All other events in the series will remain the same.

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

Any changes to future events wil be lost.

All events All events in the series will be changed.

Any changes made to other events will be kept.

Cancel this change

Frivate

* Select All Events
* Move to step 2



STEP 2

Calendar Today Gl Nov 2 -8, 2014
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* Beginning Monday, November 3™, create a new event



c.l\
117372014 9:00am o 9:30am 1132014 Time Zone
All day Repeat..

Event details

Where

Video call ™ Join mesting: carloj
Change name | Remave

Calendar | Julia Carlo ¥

Description

Attachment Add attachment

Eventcolor [Z] | [l B [ |

Reminders Mo reminders set
Add a reminder

Show me as. @ Available Busy
Privacy ® LUg@uit Public Frivate

By default this ewvent will follow the sharing settings of this calendar: event details will be visible to anyone who
can see details of other events in this calendar. Learmn more

For Continuing Appointments: Type c” in the event title [lower case ¢ with * symbol (above
the number 6)]

Set your 30 minute time slot (AA’s-1¢t half of each hour; UA’s-2"d half of each hour)

Select “Available”



1 2014 I, 0 2014
All dd Repeat..
. Repeat
Where Repeats: | Weskly v
Video call Repeat every: |1 ¥ |weeks
Repeat on: SEMET EWMRT LIF LIS
Calendar |Julia Carlo ¥ Starts on:  |11/3/2014
Description Ends: Mever
Afer SOCUTENCES
& 0On /82015
Summary: Weekly on Monday, Tuesday, Wednesday, Thursday, until Jan 8, 2015
Attachment Done Cancel
Event color
Reminders
Show me as Available B
Privacy B P Private

* Select Repeat

* Repeat on: M,T,W, Th (only days you take appointments)

* Ends: January 8, 2015

* Select Done and Save your event

* Repeat this process for each 30 minute Continuing (c) time slot (i.e. 9:00, 10:00, etc.)



STEP 3

Calendar Today 4 > Mov 2 —8, 2014
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* For Transfer Appointments: select the second part of each hour (AA’s - 24 half of each
hour; UA’s — 15t half of each hour), Create a new event.

« Using tr”" as your event title, follow the same directions as outlined for c* events
* Repeat this process for each Transfer (tr) time slot



STEP 4

&« C' & https://gb.youcanbook.me Q¥ @O =
i3 Apps m NSU Home | Northe... N Degree Audit Report... [ Degree Works [ ] Oracle Fusion Middl... [ Toodledo: Signin [ Toodledo Bookmark... N offices.nsuok.edu/P... N Degree Programs NSU » (] Other bookmarks

m YOU can bOOkme Sign up for free -

customerpooKr
straight int@
your calendar

Check outthe

The

Get a FREE account

Or log in if you already have one

Here's how we ¢
save time and
money.

(1 min video)

s://gb.youcanbook.me/login/index.jsp;jsessionid=89A62DAFSCBI6D2E313E1 F6AG3B4ACHT7

* Log in to youcanbook.me



m you canbook-me search bookings...

| publish your account s biling & add-ons | & today's bookings

entry start time duration  service team
Appeointment: Courtney Helm 9/4/1410:30 30 © detzils G rebook
Al minutes
Appointment: susanna hogshooter 9/4/141:30PM 30 © detzsiis G rebook
noo1544384 minutes
™ publish | & manage youraccount = biling & add-ons % today's bookings

NSU Academic Advising - College of Liberal Arts

carloj.youcanbook.me

< view ol share W bookings + gooffline C copy i delete

Select “manage”
Select “edit”




carlojyoucanbook me

basic pdvanced  booking form  services teams vouchers afterwards tentative payments cancellation reminders followup  appearanc

(1 4)

You set the grid to show the days you are normally available, including start and end time, lunch © hide help
hours and whatever is your usual schedule. (read more)

mon. | 800 AM |t0| BOOPM |copytoa display: |30 minute slots

fues. | 800AM |to| 500 PM minimum beoking: 30 v minutes @

wed: [#| 800 AM |tO| 5:00 P default booking: 30 v minutes @

thurs: @) 8:00 AM |10 5:00 P maximum booking: 30 ¥ minuEes @

i #| 8:00 AM |to| 500 PM display: |1 week(s) v |per page
=at O starting: on a Monday v
sun: O lunch starts: lunch ends:
unchecked days: hide completely v on duty events: ‘ c“| Li]

7 divide into morning, afternoon and evening

* Select “times”
* Change “on duty events” to read c”
* Save and exit



Transfer Intake Settings

youcanbook.me

* Check your youcanbook.me _— - _— — -
site for Nov 3 to view S e I N
continuing appointment slots;
make adjustments to your
calendar as needed.

. A.A’s: Check the sit.e below to 100 AM | 100 AM | 100 AM | 100 AM
view transfer appointment
slots; make adjustments to your
calendar as needed.

|_roopm | roopm | vooem | rooem
TAH AAS: oo SRR oo

nsuappointments.youcanbook.me

N
BA AA’s:
nsuappointmentsba.youcanbook.me



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

