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PART I: Create Workshop Availability 
 

• Follow the same steps you would take to build regular availability.  
o Important note: to have it show up on the student side, the label must be concise and 

include the word WORKSHOP.  
o Configure for just one modality (it can only be one modality at a time) and the topic 

associated with your office approved workshop:  
 

Using Availabilities     Using Manage Availability 

                          
 
They take about 10 minutes to populate.  



 
To make sure the location is properly configured, please go to Appointments > My Upcoming 
Appointments and find the scheduled date for your workshop. Click the Appointment Number to go 
into the appointment details: 

 
 
On the right, click Appointment Location. Here you can edit details including the physical space 
and area. This should be done as soon as possible so that it’s accurate when the confirmation and 
reminder emails are sent to the students. If your screen is reduced in size, it will read “More”:  

 
 
 
PART II: Workshop Registration – Administration Side 
 
On the student account side, you will go to Schedule > Schedule Workshop and follow the steps 
below: 
 
Select the appropriate office and hit NEXT: 

 
 



Select the appropriate workshop and hit REGISTER FOR WORKSHOP: 

 
 
You will get the confirmation that the student was successfully registered and click FINISH: 

 
 
 
PART III: Workshop Registration – Student Facing Side  
 
From their landing page, in the button labeled Advisement/Resource Centers – Schedule 
appointment or workshop & view drop-in hours, they will click Get Connected  

 
 



From the Appointments & Notes page, in the button labeled Workshops – Join a group session for 
common topics and guided support they will click Register: 

 
 
Only offices that have created workshop topics AND availability will appear. The student will click 
on the office they need and hit NEXT: 

 
 
They will see all options that office has for a workshop. This is also why labels matter for offices that 
offer a variety of workshops so students can see which is the appropriate one for them to select. 
When they find the workshop they want, click the bubble, and hit REGISTER FOR WORKSHOP: 

 
 
 



They will get a page that contains all the details: 

 
 
On their homepage, it will appear under My Scheduled Appointments with the details but 
specifically be labeled as  a Group Appointment.  

 
 
They will be sent a confirmation email with the details: Scheduled Time, Modality, Location, and 
Driving Directions  

 
 
 
 
 
 



PART IV: How to View Your Workshop 
 
Go to Appointments > My Upcoming Appointments > Find the appropriate LABEL and Date. Click 
the Appointment Number: 

 
 
When you click the Appointment number, you can view the following: 
 
Appointment Attendees – top box: This lists everyone who has signed up for your workshop. 

 
 
You can remove someone by selecting the drop-down button next to their name: 

 
 
You can add someone by clicking the drop-down button and hitting NEW: 

 
 
 



To view details about who has registered for your Workshop, use the Appointment Attendees box on 
the lower portion: 

 
 
Here, you can verify what major the student is listed under for the current term: 

 
 
You can also click on their names to go into their Person Account details: 

 
 
If you investigate and see that this is someone who would not benefit from attending your 
workshop, you can have them unenrolled and have information to send them a communication as 
to why and with some redirection.  
 
 
 
PART V: Starting and Completing your Workshop 
 
Click START APPOINTMENT on upper right side: 

 



Affirm that you really do want to start the appointment by answering Start Appointment to the 
question, “Ready to begin the appointment?” 

 
 
Check in the Attendees 

 
 
You can select only those who are present by click the box next to their name and then selecting 
Finish. 

 

 
 
Leaving a Note: 
 
There are two options as you can leave the same note for all attendees or you can do individual 
notes. The choice is yours.   

 



 
Leaving a Single note for all attendees: 
You write (or paste a note) in the text box and you can opt to add Next Steps. Once it’s done, click 
Complete Notes and Workshop. This will complete the appointment and you can X out of the tab.  
 

 
 
Leaving Individual notes for each individual attendee: 
It will take you through each student who was checked in. It will list their name on the upper left. For 
this example, I used a template at the start and then custom note underneath, along with next 
steps:  

 
 
After the notes are done, the workshop is tagged STATUS COMPLETED so you can close it out.  

 


