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Setting, Editing &
Deleting Office Hours
View the "Adding an Office Location" screenshots and complete those tasks before
adding office hours.

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

2 Click "Faculty & Staff"
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3 Click "STARFISH" Use Jayweb username and password to log in.

4 Click "menu"
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5 Click "Appointments"

6 Click "Office Hours"
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7 Click the "Title (required)" field and enter the title you'd like to call this set of office
hours.

8 Select the option you'd like.
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9 Select the day you'd like it to repeat on if needed.

10 Click this text field and enter the time you'd like the block to start.
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11 Click this text field and enter the time you'd like to end the block.

12 Click the location where you plan to host the hours.
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13 Select if you'd like scheduled appointments, walk-ins or both.

14 Select a minimum and maximum appointment length (the student will be able to
select how much time they'd like if you set varying options).
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15 Check the box for the Appointment type you'd like to host for this block.

16 Enter any instructions you'd like to give the student.



Made with Scribe - https://scribehow.com 9

17 Click "Start/End Date"

18 Select the start date you'd prefer, options being Today or if you want this block to
begin at a later date.
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19 Click "Today" or a later date.

20 Click the drop down for an end date.
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21 You can select either "End of Term"

22 Click here and select the current term
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23 or end the block on a certain date and click "On Date"

24 Use the calendar icon to select the date you'd like to end the block on.



Made with Scribe - https://scribehow.com 13

25 Click "Submit"

26 To change office hours, on the Appointments page, hover over the Clock image
then Click "Edit"
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27 Edit whichever field you'd like

28 Click "Submit"
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29 To completely cancel a block of office hours, on the Appointments page, hover
over the clock and Click "Cancel". You'll be asked if you wish to cancel just one
occurrence of this office hour of the entire series/block.

30 If you'd like to cancel the whole series it will ask if you wish to cancel it today or
not until next time the appointments occur. You have the option to send a
message to anyone scheduled in that block about the cancellation- their
appointments will be cancelled.
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31 Click "Submit"


