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Tuesday Tip

Your Canvas Secretary

Need a quick and easy way to manage office hours? There's a Canvas tool for that. Meet the

Scheduler.

From the Calendar, click on Scheduler.
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Click on Create Appointment Group (located just to the right of the Scheduler tab) and fill in the
appointment information, which includes selecting the course. NOTE: Once you have selected a
date and entered a range of time, i.e. 1pm-4pm, be sure to hit GO. This will create equal time

slots based on the length you indicated.
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Students in the selected course will receive an email that a new appointment group is available.
When they log in to Canvas, they will also follow steps 1 and 2 above. Under the Scheduler tab,

they will be able to view the appointment group and select an appointment time.

Month Agenda Scheduler

Tue. Mar 28
ﬁ 1:00pm 1 Available

E 1:30pm 1 Available

For more information, please contact the ISS team.
View all of our Tuesday Tips on our SHP/ISS website!
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