                               
What the Schedule Can Do
· Flexibility: Create custom availability for one-on-one, group, or drop-in sessions.
· Repeating Patterns: Set availabilities to repeat across specific days or date ranges.
· Hybrid Options: Offer online, in-person, or asynchronous meeting types with dynamic configurations.
· Multi-Center Support: Use stacked availabilities to handle overlapping schedules across centers.
· Resource Management: Attach documents and add internal notes for streamlined communication.
· Student Preferences: Restrict availabilities by subject, reason, or meeting type.
· Capacity Control: Limit session size with the Max Students option.
· Overrides: Adjust individual slots without disrupting the entire series.
· Breaks and Intervals: Configure time slots with breaks to optimize schedules for consultants and students.

How to Create and Manage Staff Availability
1. Creating Availability Blocks
· Select Consultant: Choose the consultant’s schedule you want to modify.
· Click-and-Drag: Drag in an open area of their schedule to create an availability block.
· Cycle Block Types: Press the a key to toggle between:
· Adhoc (white)
· Reserve (red)
· Standard Availability (green) (Recommended for new time slots).[image: ]
· Release Click: Opens the availability configuration window.
2. Choosing Block Types

[image: ]
· Availability: Standard block linked to one center.
· Stacked Availability: Linked to multiple centers, with shared or ignored fields (e.g., separate online/in-person settings).
· Reserve Blocks: Covered in a separate guide.
3. Customizing Availability
· Subject and Reason:
· Leave blank to use consultant’s and center’s course lists.
· Restrict to a specific subject (e.g., “MATH*” for all MATH courses).
· Meeting Type:
· Options: Online, In-person, Asynchronous.
· Configure location details:
· In-person: Assign rooms/buildings.
· Online: Add URLs (consultant invite links, breakout rooms, etc.).
· Max Students:
· 0: Drop-in event.
· 1: One-on-one meeting.
· 2+: Group session.
4. Setting Repeating Availabilities
· Date Range: Specify start and end dates.
· Days of the Week: Activate selected days (e.g., “Every Monday, Wednesday, and Friday”).
5. Adjusting Time Increments and Breaks
· Increments: Split larger blocks into smaller slots (e.g., 60-minute intervals).
· Breaks: Add buffer time between slots (e.g., 55-minute sessions with 5-minute breaks).
6. Managing Overrides
· Overrides allow exceptions to repeating schedules:
· Gaps due to consultant unavailability.
· Manual adjustments for specific dates.
7. Enhancements
· Documents: Attach files for students to access during appointments.
· Notes: Add internal-only comments for staff (not visible to students).
8. Special Settings for Group Sessions
· Group Slot Restrictions:
· Any Subject: Students can book different subjects (e.g., MATH100 and ACTG100).
· Same Subject: Students must book related subjects (e.g., MATH100 01 and MATH100 02).
· Same Section/Instructor: Enforce stricter alignment.
· Hybrid Flexibility:
· First booking determines format (online/in-person) for all attendees.
· Requires “Allow group online/in-person per time slot” enabled in preferences.

For more details, refer to the Wiki:
 https://wiki.go-redrock.com/index.php/TracCloud:_Schedule_Management
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