
LIBCAL Adding A Session Outside of 
Normal Hours



ADDING A SESSION OUTSIDE OF NORMAL HOURS

1. Log into LibCal and click on Appointments.

2. Once on the Appointments page, click on the Availability tab.
a) The Availability tab will appear as shown in slide 2a.

3. On the Availability tab, fill in the necessary information for the session you 
want to add outside you normal hours and press Save.

4. Once you have pressed Save, your new session will show as an option on your 
calendar.

5. Your new session will be made available on the student’s side. Either you or the 
student should be able to reserve the session. 
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Put in your desired session here.

*Note: You will want to be proactive and enter your session ahead of 
the time of the desired session.

Here you can choose to 
have the session appear 
on your schedule 
repeatedly. Be aware 
that you will still need 
to schedule the student 
for each session 
yourself though.

Click inside the 
box to change the 
date, if desired.

Change the Group to Tutors to see your 
schedule on the calendar. 
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*[IMPORTANT NOTE]: Your new session 
is available now. This does NOT mean 
that your student is already scheduled 
for the session. You or the student will 
have to schedule in the session 
afterwards.

*[Additional Note]: If you end up accidentally adding an unwanted session to your schedule, please notify the Tutoring 
Center @ (910) 272-3320 (or my cell #) and we will remove it for you.



5 On the Student’s End

Before the session has been added After the session has been added
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