Changing In-Office Appointments in WARRIORfish to Zoom

Step 1: Click on “Appointment Preferences” in your Basic Settings menu.
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Step 2: Click “Add Location”.
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Step 3: Select “Online” for Type. Name the location “Zoom”. Enter your Personal Meeting ID (PMI) URL which is
obtained from your own Zoom account. SAVE.
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Step 4: If you previously set up Office Hour Blocks, you will now need to edit them to include your added Zoom
location. From your menu, click on “Appointments”. Here you will see your existing Office Hour blocks. To edit,
hover over the clock icon and select “Edit”.
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Step 5: Select the checkbox for Zoom. Deselect your physical office location. SUBMIT.

Edit Office Hours - Office Hours m

* Title Office Hours

* What day(s)? Repeats every 1 week(s)
Repeat on

#* What time? 8:00 am to |4:30 pm

* Where? Note: You may select more than one location to give students a choice.
¥ Zoom
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* Office hours Typs @ | Scheduled And Walk-ins
Take either scheduled appointments or walk-ins

* How long? 20 minutes H minimum appointment length

20 minutes u maximum appointment length

* Appointment Types Select the types of meetings you will have in these office hours.
L Academic Advising ¥ General Assistance
L Library FDS Appointment
¥ Personal ¥ Programs & Initiatives
¥ Special Projects ¥ Student Employment
¥ Student Events Tutoring
Instructions Start/End Date

These will be sent to anyone who makes an appointment.

*Please note that if you have set up multiple office hour blocks, then you will have to edit each one.



