
Conducting Online Office Hours 

 

1. From the Course Management Menu 

under Control Panel, click  

Collaboration.  

2. On the Create Collaboration Session 

screen, click Create Collaboration  

Session. 

3. On the Create Collaboration Session 

screen  type a Online Office Hours 

where it says Session Name. 

 

 

4. Under Schedule Availability, select the start and end time for the 

session. You may use 

the Date Selection  

Calendar to select 

the date, and Time 

Selection Menu to 

select the time. 

5. Next to Available,  

select the Yes  

option, to make it 

available to your  

students. 

6. Under Collaboration 

Tool, select Chat 

from the drop-down 

list. 

7. Click Submit. 


