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Blackboard – Webex – Setting Up Office Hours 
Instructors can schedule office hours via Webex in Blackboard. Office Hours are scheduled times when students 
can meet with an instructor. In Webex, the instructor sets their availability and indicates the times when 
students can meet with them. The set office hours apply to every course where the instructor is listed as the 
instructor. If there are multiple instructors for a course, students must choose which instructor to schedule a 
meeting with. 
 

Set Office Hours 
Before setting up Office Hours, Instructors must add Webex to their course. If this hasn’t been done previously, 
view the handout “Webex – Blackboard – Setting up Webex in Blackboard”. 

1. In Blackboard, access a course, then open Webex.  
2. Select the Office Hours tab at the top of the page.  

 
3. Under the Weekly Hours tab, choose the following options. 

a. Meeting Duration – Set how long each meeting will last. 
b. Meeting Buffer – Choose the amount of time allowed before and after each meeting. 
c. Date Range – Choose the date range where students can schedule meetings. 
d. Time zone – Set the time zone for the office hours meetings. The time zone will apply to all 

courses where office hours are enabled. 
e. Set weekly hours – Choose the days and times you are available each week. 

 
4. Select Save at the bottom of the page. 

https://gvtc.tcsg.edu/Portals/0/Documents/Blackboard_Webex_SettingupWebexinBB.pdf?ver=AhVhg9gYDniGumlABLIDhA%3d%3d
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NOTE: When a student schedules a time to attend office hours, that appointment isn’t available to anyone else 
in the instructor’s courses. The instructor will receive an email with the meeting link and see the meeting in your 
Upcoming Meetings list on the Webex site. 

Date Override 
The Date Override feature allows instructors to change their availability on specific dates. Availability can be 
blocked for an entire date, or time intervals can be removed from or added to a date. 

1. On the Office Hours tab, select the Date Override tab. 
2. Select a date and use the options below to change the availability for that date: 

a. Available on this day? – Toggle on to modify the availability for this date. 
b. Trash Icon – Select the trash icon to delete an existing time interval to block that time. 
c. Add Availability – Select to add a new time interval for the specified date. 

 
3. Select Save. 

NOTE: There can be a maximum of 50 future date overrides. Office hours meetings scheduled before an override 
is set will remain scheduled. If needed, reschedule the meeting on Webex. 
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