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1. Search for the student

2. Click Report on Appointment

| want to...

Message Student

Add a Note on this Student

Add a To-Do to this Student
@chori on Appointment

Create Request for Appointment

Schedule an Appointment

Add to Student List

Issue an Alert

3. The Appointment Report window will open : i
a. Add any services that were discussed CHEETISS

Add details to the Appointment Summary

Attach any documents .

Update the Meeting Start Time s

Update the Meeting End Time

Click Save this Report

-0 oo o

Note: Since this is a drop-in, you must add the meeting
start and end time.




