
1: Select the “Personal Info” link at the top. 

 

2: Select “Office Hours”. Enter a “Start” and “End” time. Select the valid days. Or. Select “One Day Only” and enter a 

date. Enter a note to be attached to the office hours. Hit the “Save” button. Do this for as many times as needed to 

display your office hours. 

 



3: You can edit/change your office hours using the “pencil” symbol. Use the “Trash Can” to delete. 

 

 


