
Page 1 of 4     Updated 7/8/2024  navigate@lagcc.cuny.edu 

 

 

Appointment Reports 
Appointment Reports are summaries of student interactions that are attached to the student’s history for staff and 
faculty to view*.  Students cannot see Appointment Summaries.  Follow these instructions to ensure you are filing 
reports – either for pre-scheduled appointments or drop-ins (see Pg. 4). 

*Appointment reports for the following areas are restricted and not viewable to others: Ombuds office; Offices of 
the President, VPs, and Deans 

Reporting on a pre-scheduled appointment 

**Important – for prescheduled appointments you must follow this process.  Do NOT file a report directly 
through the Student’s Profile.** 

1. From the Appointments tab, select Action  Add Appointment Summary 

 

 

**You can also mark the Appointment as a no show 
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2. Complete the Appointment Report and Save 

 

 

 

 

  Don’t forget to Save this Report! 
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Under Recent Appointments, see if you filed a report or if you still need to complete 

 

 

 

If your front desk checks students in using the Appointment Center or Kiosk, you will receive a notification at 
the top of the screen notifying you.  As an alternative to the process above, you can open the Appointment 
Report through the Appointment Queue. 
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Reporting on a drop-in appointment 

1. Go directly to the Student Profile and select Report on Appointment to open an Appointment Report.  
Follow the steps above to complete the report. 
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