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Click on VandalStar menu icon 

in the upper left corner. 

Then click on Your Name. 

1. 

Click Appointment Preferences. 

2. 

Your Name 

4. 

In My Locations areas.  

Add Location for student meetings. 

(phone, Zoom and email) 

Notice: the Instructions must be 100 characters or less.

Your Name 

3. 

Make selections in Basics 

Click Submit to save. 5. 
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8. 

A. Office hours Title defaults to “Office Hours.” Option to change for specific purpose (ex. Advising 
Session).

B. Choose What day(s), What time, and Where your office hours will take place.

C. Office Hours Type: three options available. The default is “Scheduled and Walk-ins” and allows un-

scheduled “walk-in” appointments to be added to the schedule block. “Scheduled Only” is most 
restrictive with only pre-scheduled appointments allowed; and “Walk-ins Only” means no-

prescheduled appointments can be made in the schedule block.

D. Select How long your meetings should last and the Appointment Types you’d like to offer.

E. Add pre or post meeting Instructions.

F. Start Date defaults to current date. You can change it to a future date. For End Date, select “End 
of Term” and select current term (example, Spring 2020) or a specific end date.

G. Click Submit to save changes. 

Click on VandalStar 

menu icon again. 

Click Appointments. 

6. 

Click Office Hours to begin your set-up. 
7. 

8. 

A. 

B. 

C. 

D. 

E. F. 

G. 
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