
Make an Appointment 

 

1. From the Dashboard, scroll down the page to the My Connections.  Find the person 

you want to schedule your appointment with and click SCHEDULE 

 

 

When available, you can also schedule an appointments with a campus service.  You 

will find these in the My Services block. As before, click the SCHEDULE link to begin.  

 

2. Select the type of appointment and reason for the appointment from the list and click 

CONTINUE.  

 



3. Adjust the date range as needed to find days and times that work for your schedule, 

and then select a time from the list. 

 

 

4. Complete your sign up 

by adjusting any details, 

such as duration or course, 
location, and add additional  

details to help the person 

you are meeting with to 

prepare for the meeting.  

 

5. Click CONFIRM to finish. 

You will get an email with 

the appointment details 

and the appointment will be 

listed on your Dashboard in 

the CALENDAR Block. 
 

 

Change an Appointment 

 

Upcoming appointments will be listed on your Dashboard in the 

CALENDAR Block. Click on the appointment to view details or cancel. 


