HOW TO CHANGE THE ADVISOR OF AN APPOINTMENT (ON THE FLY CHANGES)
Step 1: Go to the appointment tab on the person account of the student you need to reschedule
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Step 2: Click the appointment link on the appointment that needs changed
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Appointment ... » | Subject

Finish in Four program - AASC: Sandy Sanderson
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Step 3: Click the Assigned Resource Number link on the right side under the Assigned

Resources Header
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Mo activities to show.
Get started by sending an email, scheduling a task, and more.

Mo past activity. Past meetings and tasks marked as done show up here.

Step 4: Click the pencil icon next to the service resource name
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Service Appointment SA-0079 Service Resource
Role £ Required Resource
Event Majar Exploration - AASC: Sandy Sanderson

v System Information

Created By

B Tim Squires, 12/6/2023, 8:59 AM

Last Modified By

Maria Paluzzi

v
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Step 5: Click the magnifying glass and search for the new advisor (who you need to move the
appomtment to) Click thelr name and then click save
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HOW TO CHANGE THE DAY AND TIME OF AN APPOINTMENT (ON THE FLY)
Step 1:Go to the appointment tab on the person account of the student you need to change
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Created By a CJ Salen, 9/20/2023, 2:51 PM Last Modified By ﬁ‘ Milan Glavan, 11/10/2023, 8:40 AM
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Step 2: Click the link of the appointment that needs changed
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Appointment ... . Subject w . Scheduled Start ¢+~ | Scheduled End e | Created Date |
1 SA-0071 Finish in Four pregram - AASC: Sandy Sanderson 12/13/2023, 10:00 AM 12/13/2023, 11:00 AM 11/30/2023, 10:48 AM E]
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Step 3. Click the pencil icon next to the scheduled start time (the pencil is very faint and hard to

see, but it's there)
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v Contact Information
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Appointment Type
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Step 6: Change the start dates/times AND the end dates/times. Click save
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NOTE 1: You will see you can also change the engagement channel (mode) of
the appointment.

If you change the mode to Virtual it will NOT create a zoom link and it will NOT

send a new email to the student. If you need to change the mode on the fly, you
ill need to contact the student and send a zoom link yourself OR cancel the

appointment and schedule a new one if it’s outside the 24 hour window.

NOTE 2: If you change a virtual appointment to a new advisor, the new advisor
will need to send a new zoom link to the student. The original zoom link uses the
advisor personal zoom link and, unless the original advisor adds the new advisor
as a co-host, they will not be able to start the zoom meeting




