
Share your Online Office 
Hours on Google Classroom



Sign into your Google Suite account 
and open your Google Calendar



Select your office hours 
calendar from the list of 
calendars on the left hand 
side of your screen

1

2
Click on 

the 3 
dots



Select Settings and 
sharing1

Scroll down 
to copy the 

Public URL to 
the calendar

2



Open your Google Classroom and click the 
Classwork tab at the top of your classroom



Click Create1

2
Click Topic



Name your Topic, Office Hours

Click Add



Click Create1

2
Click Material



Fill in the title for 
your Office Hours 

Click Add

Fill in description for 
your Office Hours



Paste the link copied 
from your calendar
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Click Link

3 Click Add Link



Your Calendar will appear as a link at the 
bottom of your Material post.



Your Office Hours 
Calendar will now 

appear on your google 
classroom.

1
Click Post


