
Making an Appointment on the 
Student Profile



Making an Appointment on a Student Profile
Click 
“Schedule an 
Appointment” 
on right 
side of 
profile.

Fill in 
filters for 
appointment.

Select the staff 
person for appt.



Making an Appointment on a Student Profile

Select a checkbox in a green space to 
schedule an appointment. The green spaces 
indicate appointment availability. The blue 
boxes indicate drop-in availability. The red 
spaces show where an appointment has already 
been scheduled. Anything with busy indicate 
something that is scheduled in Outlook.

Complete 
scheduling 
by selecting 
save 
appointment.


