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Document Appointments

1. If the student signs in at a kiosk
a. Click on the Appointment Queue Notification

i. The Appointment Queue notification .ﬁg = [d

at the top will display if anyone is Appointment Queue
walFlng for you or for the first T P—_—
available person. (Current wait: 0 min )

ii. A sound will chime if a student with
an appointment owho has an appointment signs in
iii. You can also Start Appointment from this view

2. If a student does not use a kiosk
(or if they do)

a. CIICk on the Students  Appointments My Availability |~ Appointment Queues | Appointment Requests
Appointment Queues to Notification Methods: B Ding [ E-mail  [] Text Message
see your list of students  students Checked In For Appointments

Staff Home ~

ii
i. Selectthe
Student , MEETING  URL/PHONE CHECKED IN  WAIT
SELECT  NAME SERVICE APPOINTMENT TIME COMMENT TYPE NUMBER AT DURATION
1. CIICk ACtIonS ® Test, Student Academic Advising 1:30pm ET In-person 1:37pm ET 1 min

iii. Select Start
Appointment
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3. Onyour Appointment Report:

a. Select any additional services that were
discussed S
Complete your Appointment Summary
Add the Checkout time ]
d. Click Save G
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4. If a student doesn’t show for their
. Appointment Delails Sumumary Detalls For Student Test
appointment: P

a. Uncheck attended
b. Save the appointment e —
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[

Date of visit

Meeting Start Time: beeting Fnd Time
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Al ed are in Eastern Time (US & Canatia).

Abdula Newrnan
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5. If your computer crashes or you aren’t able to document an appointment:
a. Click on Appointment Queues

b. Scroll down to View all In- In-Progress Visits
Progress Visits (Y-
i. Select the student svecr  TENDEE NAMEISTUDENT gy
appOintment that @ C 0t T 985 09/26/2022 1:48pm ET 2?25””221459"’ TABPMET  Academic Advising A
you would like to O sudenre oo oopwozzrospmer  SPVIRIION e g
document

ii. Click Actions
iii. Click Add Appointment Summary



