
youcanbook.me
Transfer Intake Settings

• Open Google Calendar
• Beginning today, select any c appointments currently on your calendar
• Edit event

STEP 1

http://youcanbook.me/


• Add the ^ symbol after c in the event title [lower case c with ^ symbol (above the number 6)]

• Select Edit next to Repeat

• Set Ends: on 10/30/2014

• Hit “done” and save your event



• Select All Events

• Move to step 2



• Beginning Monday, November 3rd, create a new event

STEP 2



• For Continuing Appointments: Type c^ in the event title [lower case c with ^ symbol (above 

the number 6)]

• Set your 30 minute time slot (AA’s-1st half of each hour; UA’s-2nd half of each hour)

• Select “Available”



• Select Repeat
• Repeat on:  M,T,W,Th (only days you take appointments)
• Ends: January 8, 2015
• Select Done and Save your event
• Repeat this process for each 30 minute Continuing (c^) time slot (i.e. 9:00, 10:00, etc.)



• For Transfer Appointments:  select the second part of each hour (AA’s – 2nd half of each 

hour; UA’s – 1st half of each hour), create a new event.

• Using tr^ as your event title, follow the same directions as outlined for c^ events

• Repeat this process for each Transfer (tr^) time slot

STEP 3



• Log in to youcanbook.me

STEP 4



• Select “manage”

• Select “edit”



• Select “times”

• Change “on duty events” to read c^

• Save and exit



youcanbook.me
Transfer Intake Settings

• Check your youcanbook.me 
site for Nov 3 to view 
continuing appointment slots; 
make adjustments to your 
calendar as needed.

• AA’s:  Check the site below to 
view transfer appointment 
slots; make adjustments to your 
calendar as needed.

TAH AA’s:
nsuappointments.youcanbook.me

BA AA’s:
nsuappointmentsba.youcanbook.me

http://youcanbook.me/
https://nsuappointments.youcanbook.me/
https://nsuappointmentsba.youcanbook.me/

