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Support/Scheduler Appointments View

Any user with a Support or Scheduler role can view appointments for their unit/office.

On your tab drop down, click on Appointments:
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The Appointments page will default to “Recently Viewed” so using the caret, select your
office and then pin it so it’s always the first option when you visit this page.

S STUDENTHUB $iISTUDENTHUB

::E Student Success Appointments v 22t Student Success Appointments v
E P a Appointmerfs A/
- . Ascas + (1)
Recently Vlewed@ (¥
50+ items - Sorted by Scheduled Start - Filtered by Office, Status Category
50+ iten | Kearch lists..
- [] Appointment Number v | Status
| Recent List Views /
o 1 [ sA-a42587 Scheduled
7| ascas M
2 2 [J SA-440923 Scheduled
|+ Recently viewed (Pinned list)
2 U 3 [ SA443036 Scheduled
4 All Other Lists
s (] My Appointments Today 4 [J sA-aa3037 Scheduled
[ My Completed Appointments 5 (] sA-a40783 Scheduled
7 0 6 [ SA-441500 Scheduled
= My Incomplete Appointments
8 [ -
=3 My Upcoming Appointments 7 [J sA-a44088 Scheduled
5

From this page you can view every appointment for your unit/office. You can filter by
ascending or descending by clicking the column title as well as select Wrap Text for that
column:
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You can also adjust column widths to suit your needs:
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Each column contains different information:
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» Appointment Number - this is the reference number for that exact appointment. If
you click it, you will be able to view the appointment information:
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» Status -
o Scheduled —An appointmentis coming up in the future
o InProgress — Student is actively meeting with an advisor
o Checked In-Student has been checked in and waiting to see the advisor
» Account-The legal name for the student imported from Banner
» Preferred Name - The student’s preferred name
» Appointment Host - The advisor who the student is scheduled to meet with.
» Reason for Appointment — The details about why they want to meet
» Appointment Modality - Virtual-Video / In Person / Phone
» Scheduled Start - the date and time for the appointment
» Student Phone Number - the student has one on file, it will appear here for easy
viewing in case you need to contact them
» Appointment Is Tomorrow - if you know someone or something is going on for the
next day.

If you need to cancel an appointment, you will see a small drop-down caret. Click it and
you can either:
» Edit-use rarely and sparingly. Ideally it should only be used to add more details to
the Reason for Appointment.
» Cancel-if selected, the appointment is canceled and a notification will be sent to
the student
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