
STEP 1

1A.

1B.

IN MICROSOFT OUTLOOK, SHARE CALENDAR WITH
STARFISH@KUTZTOWN.EDU

SELECT “SHARE CALENDAR”

TYPE IN “STARFISH@KUTZTOWN.EDU” (CONFIRM ADDRESS BOOK IS
GLOBAL ADDRESS LIST), THEN SELECT “ADD”

SELECT “CAN VIEW ALL DETAILS” THEN SELECT “APPLY”1C.



STEP 2

STEP 3

IN STARFISH EXTERNAL CALENDAR SYNC, CHECK BOX FOR STARFISH TO
READ BUSY TIMES FROM OUTLOOK CALENDAR

IN YOUR 
PROFILE, 
SLIDE THE
 BUTTONS 

TO ACTIVATE 
YOUR URL

3A.



3B. ADD YOUR LOCATIONS



THIS OPTION IS DESIGNED FOR SETTING UP A RECURRING BLOCK OF TIME (ON A
REGULAR PATTERN, SUCH AS WEEKLY OR DAILY AT A CERTAIN TIME).

 
IF YOU WANT TO SET UP A GROUP OF OFFICE HOURS THAT ARE LESS STRUCTURED, USE THE

SCHEDULING WIZARD. 

ADDITIONAL RESOURCES FOR 

OFFICE HOURS AND 

SCHEDULING WIZARD: 

CLICK HERE 

ADDING OFFICE HOURS

STEP 1

ON YOUR STARFISH HOME PAGE, SELECT “OFFICE HOURS”

STEP 2

CUSTOMIZE YOUR 
OFFICE HOURS

https://help.starfishsolutions.com/Starfish/FI3VYgGm6zb3OWi2R2d2/Help/Admin/IRC/Content/EndUserHelp/Add_and_Manage_Office_Hours_and_Group_Sessions/Add_Office_Hours.htm
https://help.starfishsolutions.com/Starfish/FI3VYgGm6zb3OWi2R2d2/Help/Admin/IRC/Content/EndUserHelp/Add_and_Manage_Office_Hours_and_Group_Sessions/Add_Office_Hours.htm
https://help.starfishsolutions.com/Starfish/FI3VYgGm6zb3OWi2R2d2/Help/Admin/IRC/Content/EndUserHelp/Add_and_Manage_Office_Hours_and_Group_Sessions/Add_Office_Hours.htm

