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Using Scheduling Wizard
Scheduling Wizard could be used to add a few "ad hoc" office hours for things like
registration advisement.

1 Navigate to www.etown.edu/current-students/index.aspx

2 Click "Faculty & Staff"

3 Click "STARFISH"
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4 Click "menu"

5 Click "Appointments"
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6 Click "Scheduling Wizard"

7 Click the "Title" field and enter what you wish to call this block.
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8 Select the office location you prefer to host this block.

9 Adjust the minimum and maximum length of appointment time that students can
select to meet.
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10 Click the Appointment type.

11 Enter any instructions you have for the student.
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12 Click "Next"

13 Use the arrows to toggle to the dates you want to schedule the block. *Note that
you cannot add times where you already have office hours being hosted. This is
only used to add time outside of regular office hours.
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14 Enter the start and end time on each date you wish to add additional time slots to.

15 Click "Finish"
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16 You will be prompted to review the new times you created, if you see a conflict
that's because you are already hosting office hours at that time. To edit or cancel
the existing office hours or the scheduling wizard blocks, review the document
"Setting, editing and deleting office hours".


