Set Up Appointment Booking in WebeXx
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Appointment booking allows you to set up private meetings and give students the opportunity to
sign up for specific time slots. You can choose the times appointments are available, their
duration, and the time between appointments. Students will be able to view available slots and
reserve times. Once an appointment has been reserved, it will no longer be available.

NOTE: Available slots are available to all students in all your courses. If you want a specific
set of appointments to be used by students in only one course, you will need to make that
clear in your course.

Set Up Appointment Slots

1. Click on [Collaboration] and select [WebeXx].

2. Click on the [Appointment Booking] tab in your Webex calendar and then click [Offer

Slots].
Course: Sandbox: Grades Example ' Role: teacher
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Thu 4/16
Fri 4117

3. Set up the options for your appointment slots. Pay close attention to all the options to make
sure the slots are exactly when you want them to be.

Schedule new
appointment slots

Repeat*:
Single Weekly

Time Zone*:
-05:00 America/Chicago

Days*:
SIEARA(T)(F)(s)
From Date*:
Mon, Apr 20, 2020 v

To Date*:
Wed, Apr 22, 2020 v

Start Time*:
09v :00[¥ |AM Y
End Time*:
04y :o0[¥ |PM¥
Slot Duration*:
0 "% hours, |20"v minutes
Breaks between slots*:

minutes
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4. Each time period for which you have created slots will show up as a block off time on your
calendar.



Date Time Events
Thu 4116

Fri 417
sat 4/18

Sun 4/19

Mon 4/20 9:00 am - 4:00 pm g @
Tue 4/21 9:00 am - 4:00 pm [ G[@)
Wed 4/22 9:00 am - 4:00 pm [g @

Student Booking

1. When your students log on, they should go to the Navbar and click
[Collaboration] » [Webex].

2. They will choose your name from the [Book appointment with] dropdown menu.
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3. The students will see a list of all available appointments.

Mon 4/20 9:00am-9:20am [
9:30am-9:50 am  [If
10:00 am — 10:20 am [#
10:30 am — 10:50 am [
11:00 am — 11:20 am [i§
11:30 am — 11:50 am [i§l
12:00 pm —12:20 pm [§
12:30 pm — 12:50 pm [§
1:00pm-120pm W@
1:30 pm-1:50 pm [{ @
2:00 pm-2:20pm [l

2:20 nm — 2:-50. nm Hal @

4. Students will click the small [+] sign next to the appointment they want to reserve, which will
open up a window to type in the name of the appointment and a description. Once those are
filled out, they will click [Reserve Appointment].

10:00 am — 10:20 am [ii} ®
10:30 am - 10:50 am |

Appointment Topic*:

| Office hours

Purpose of appointment:
Questions about RedOx reactions.

Reserve Appointment

5. Students will see any appointments that they have reserved in their Upcoming
Appointments list in the left hand column.
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3:30 pm-3:50pm [

6. Once students make an appointment, you will see it on your screen listed underneath your
availability slots and under your Upcoming Appointments.
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is is to test the booking of appointments. Mon 4120 900am-400pm  G®
Starts: Mon, Apr 20, 12:30 PM
Ends: Mon, Apr 20, 12:50 PM 12:30 pm - 12:50 pm Testing Testing Testing
Prepare 3:00 pm - 3:20 pm More testing
Tue 4/21 9:00am-4:00pm g @
More testing (13495)
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Sat 4/25
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7. When it is time for a student's appointment, start and host the meeting as usual. The student
will see a [Join] button once the appropriate time has arrived.

Email Notifications

To setup email reminders for your Webex appointments, click on [Account Settings] next to
your account name on the upper right corner. Then click on the [Email] tab from the left
column to get to the Email Settings page.

Course Management ~ Content Grades Course Activities v Collaboration ~ More ~

Course: Role Loggedin as

@ Event Calendar | _1& Appaintment Booking | ooy Event Attendance | mam User list

Overview
Personalization Ema" Settings

Email

Personal Calendar

General
|Identity Email Address: @lonestar.edu
Messaging Email Send my email tol instead of
Address: @lonestar edu

Note: MEETS will never send you unsolicited email. You will anly ever be emailed if you have
configured your settings here to request them.

Email Subscriptions

Reminders: Send me a remlnder|3 ¥ [Hours | before every event in my calendar.

Scheduling Send me an email notifying me of additions, changes, or cancellations of events in my calendar
Changes: occurring less than |1 = Weeks v |inthe future.

Schedule Send me an email once a Week v at |12 [+ 1|00 |¥ |AM ¥ every Sunday ~ containing a list
Itinerary: of my events for the following week.

Note: These times are approximate and may not be exact, depending on your email provider's settings. traffic. and other networking factors.






