
Appointment Schedule
Using the Appointment Schedule in Google 
Workspaces, you can add potential appointments to 
you calendar, then send a link to the calendar to 
others who will be able to claim one of the 
appointment slots, thus adding it to your calendar.



Overview

1. Select the correct calendar

2. Name and set the appointments slots

3. Add details

4. Send the link 



Select the Correct Calendar

In your “My calendars” list, 
make sure only the 
calendar upon which you 
want to add appointments 
is selected.



Name and Set Appointment Slots- 1

In the “Create” menu, click 
“Appointment schedule.” 



Name and 
Set Appointment Slots- 2

1- Name the appointments- this will be displayed to 
those who book meetings
2- Set the default length
3- Set weekly availability- hover over icons to see text 
tips
4- The slots will appear on the calendar only if these 
are true
5- Use these controls to set individual slots
6- Set break time between slots
7- Ensure you are avoiding conflicts
8- Set co-hosts if you want– See that they can do
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Name and 
Set Appointment Slots- 3

1- See the location (optional)
2- Set the description (Zoom is not a location option, 
so past the URL for appointments to be held on Zoom)
3- Require names and email addresses to book 
meetings
4- Make sure calendar and email reminders are set
5- Save
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Send the Link

Click “Open booking page” to preview it
Click “Share” to copy the URL

Paste the URL into emails, web pages, or Moodle 
classrooms



What can co-host do?
In Google Calendar, there isn't a co-host option specifically for appointment schedules. However, you can 
add co-hosts to meetings scheduled within your calendar. Here's what a co-host can do in a meeting:

● Manage the meeting: They can admit or mute participants, share their screen, and record the 
meeting (if enabled).

● Control the flow: They can present, adjust meeting settings, and end the meeting.
● See meeting details: They can view all meeting details, including the agenda and attendee list.

It's important to note that co-hosts cannot access or modify the appointment schedule itself, which 
determines your availability for booking appointments.

If you need someone to help manage meetings within your schedule, adding them as a co-host is a good 
option. However, it  won't give them access to the appointment scheduling functionality.

According to gemini.google.com on April 9. 2024

Back


