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Appointment Report Was Not Completed

1. Go to the Appointments tab o
Stude My Availability ~ Appointment Queues Appointment Requests

2. Scroll down to Reporting
3. Click the checkbox to the left of the student

Reporting
Recent Appointments Recent Reports You Created
Recent Appointments

Care Unit: | All Care Units

B Show Cancelled

Actions v
O DATE ¥  SERVICE COURSE COMMENT ATTENDEE v TIME RFE‘EE[)R_,T ¥  DETAILS
10/05/2022 Academic B )
@ O m”n 1:30pm - 2:00pm ET Advising N/A Test, Student 30 min Not Yet. Details

4. Click Actions
5. Click Add Appointment Summary

Actions a

Add Appointment Summary

Mark No-Show

‘ Issue Alert
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APPOINTMENT REPORT FOR STUDENT TEST

Visil Delails summary Delails For Sludent Tes
6. The Appointment Report window will open careln Aggointment Summary
| covzee or ART= & LETTERS X B I = ;= & Paagraph v
a. Add any services that were discussed )
N/

b. Add details to the Appointment

Summary

c. Attach any documents v‘

d. Update the Meeting Start Time T

e. Update the Meeting End Time B — v) aectmants

f. Click Save and Check-out Student T vj: m .
Note: The Meeting Start Time and Meeting (@ pmmmon(: e
End Time will be automatically filled in if the Lmmmm—
student has a scheduled appointment. If the v
meeting is a drop-in, you must add the wnen
meeting start and end time. Check-in time e e o
should be auto-filled if the student signed in o s -
via the Kiosk or Application. The checkout time ol
will be automatically added once you click " o
“Save and Check-out Student.” o]
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