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How to use the Appointment Center for appointment management 
The Appointment Center allows you to view calendars and appointments of staff who have set up availability for a 
particular location (e.g. ASAP, Writing Center, etc.).  You can also use it to schedule student appointments, cancel 
or reschedule student appointments, or check students in.  

 

Select the tray icon on the top right of the screen and select Appointment Center 

 

 

Pick your location (office or department 
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By default you will see the Scheduling Grid, showing you all staff who have set up appointment or drop-in 
availability. 

 

 

 

If you hover your mouse over a scheduled appointment, you will have the option to cancel, edit or move the 
appointment, or send a message to the staff and student 
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If you click an open space, you can book an appointment 

• Select the Service and Meeting Type 
• Enter an EMPLID or write the name to lookup the student attendee  
• Enter a comment if applicable 
• Select Create Appointment 
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Utilize the Drop-in or Scheduled Appointment screens to more easily manage drop-ins or scheduled 
appointments 

 

 

In the Scheduled Appointment screen, you can check a student in or mark as no show.  Checking a student in 
will create a notification for the staff member letting them know their appointment has arrived. 
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You can also check students in via the Scheduling Grid.  If you type the name or EMPLID of a student who has 
an appointment, a box will appear and you can check in 

 

 

Or, you can allow students to check themselves in using the Kiosk.  See Recording Office Visit guide for more 
information. 
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