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If your instructor has chosento use the Seat Reservation tool for youclass, you will need to sign up inCanvas in order to attend your
classin person. There are two easy methods to sign up. However, note that they must be done through a desktop or mobile web
browser (e.g., Chrome, Firefox, Safari). You cannotuse the Canvas App to reserve seats in your courses.

METHOD 1— FIND THE APPOINTMENT AND SIGN UP

Every Sunday, new slots will become available for the upcoming week for courses using the Seat Reservation Tool.

1. Signinto Canvasathttps://canvas.fau.edu
2. ClickontheCalendar button (small calendar icon)on the blue Global Navigation Menu to the | eft.
3. Onthe Calendars list to the left, ensure that your course’s calendar is

active. If itis greyed-out, you will not see the available appointments. Appointmants
Clickitto activateit. ==
4. ClicktheFind Appointmentbutton above the Calendars list. E DO

5. In the Select Course panel, click the dropdown menu to select the
coursefor which youwantto reservea seat.

6. ClicktheSubmit button. “ SR
B Appointment Demo Courss
7. ;

» CALENDARS
af

Clickon one of theappointmentslots on the Calendar
8. ClicktheReservelinkinthe pop-up panel.
a. Shouldyou need to cancel, repeatthe previous steps and click
Un-reservelinkinthe pop-up panel.

O

ST 1001001 12345 -Appointment

Cremo Cours:
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METHOD 2 — SIGN UP FROM AN EMAIL OR CANVAS APP NOTIFICATION

You will receive notifications by email or through the Canvas App when new appointment slots become available.

1. Intheemail notificationthatyou received, click the Sign up for atime slot link. If usinga mobile device:
a. Clickonthenotificationfromthe Canvas App.

b. Ensurethatyou continuefroma mobile web browser and notthe CanvasApp.

Appointment *TST 1001 001 12345 -Test Course” has been updated (Appointment...
i o i ~ GG
Appointment Demo Course <notifications@instructure.com=(Appointme
To Thu 3:20 PM
@The actual sender of this message is different than the normal sender. Click here to learn more.
Time slots have been added to "TST 1001 001 12345 -Test Course” and are available for
signup.

Appointment Details:

Date(s): Jul 31 to Aug 5
Signup Type: Individual
Course: Appointment Demo Course

Available time slots: 5

L
\ % CANVAS
Sign up for a time slot | Update vour notification setfings

2. Onthe Calendarslist, ensurethatyourcourse’s calendar is active. If itis
greyed-out, you will not see the available appointments. Click it to Appointments
activateit.

3. Clickthe Find Appointment button above the Calendars list.

4. IntheSelect Course panel, click the dropdown menu to select the course

Find Appointment

+ CALENDARS

for whichyouwanttoreservea seat. Business Law TL E\
5. C| ickthe submit bUttOI"I. * [ ] Appointment Demo Course :
6. Clickononeoftheappointmentslots on the Calendar Employee COVID-19
. . . Prevention Training
7. ClicktheReservelinkinthepop-up panel. S
a. Should you need to cancel, repeat the previous steps and click
Un-reservelinkinthe pop-up panel.
TST 1001 001 12345 -Appointment L
Demo Course |
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