
AppointmentSlots
SETUP GUIDE

GOOD FOR
Parent conferences, pastor office hours, interviews, and court or room rentals.

WHAT YOU GET
Back to back times that each fit one person or group, so nobody double books.

Steps
1. Sign In And Open Organize

Go to everyslot.org, sign in, and tap Organize. Check that the right group is picked at the top.

2. Pick The Sheet Type
Make a new sheet and choose AppointmentSlots. Type a clear name, set the date, and add the place. It
opens as a Draft, so nobody sees it yet.

3. Make The Time Slots
Set your start, end and visit length. EverySlot makes the times for you, like 3:00, 3:15, 3:30.

4. Remove Breaks
Delete any times when you are not free.

5. Look It Over And Publish
Check every name and number, then tap Publish. Tap Copy Link and send it in your email or group text, or
print the QR code.

Tips
Connect your Google Calendar so EverySlot can warn you about busy times.

For courts or rooms, add a price to each time if you charge.
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