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How to Reschedule an Appointment
(Last Updated May 2021)

Understanding the Two Types of Appointments
e The Regular Appointment: This appointment can be one where a staff member has
sent you an email asking you to set up a time at your convenience. Or it could be an
appointment you previously scheduled on your own.
e The Campaign Appointment: This appointment will be sent by a staff member and
will ask you to schedule an appointment during a specific time frame. Your request
for this type of appointment would look something like this:

Student Home S—BoilerConnect

Your name

;";‘;""FF“' please respond to the following appointment request(s):

o Your adviser nameyou|d like you to create an advising appointment by Wednesday, Mar. 01, 2017.  Schedule This Appointment
would appear here

Class Information ~ Reports  Calendar  Send a Message

Make an Appointment

Classes This Term Quick Links
e
. School Information
O CLASS NAME PROFESSOR DAYS/TIMES MID FINAL  TAKE ACTION
~  CAND-99100-001
O ‘ q pot.
Y Candidate Request Tutor Appt Upcoming
Appointments

. FAPS-10400-Y01

Rescheduling a Regular Appointment

If you have already cancelled an appointment, and did not reschedule it at the time you
cancelled, you will need to click on the Make an Appointment button on your Student
Home page in order to create a new appointment. However, if you want to cancel an
existing appointment and reschedule a new appointment in one process, follow these
steps:

e On your Student Home page navigate to the Upcoming Appointments section. Click
on the reason for the existing appointment.

&BoilerConnect

Quick Links

Take me to...

Schoal Information

Upcoming
Appointments

% Change of Major (CODO
Daniel Whiteley

03/17/2017 02:00 PM
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e C(lick on the Cancel My Attendance button.

| MANAGE APPOINTMENT

Change of Major (CODO)

All Attendees . .
Appointment Details

D- Whiteley (Adviser) When:  Fri Mar 17, 2017 Comments:

Mujahid Al . 02:00 pm - 02:30 pm None
Where: College of Liberal Arts Type:

Advising Office One Time Appointment

Course: n/A

Reason: Change of Major (CODO)

Cancel My Attendance
Fli

e Select the reason for your cancellation from the drop down box, and in the
Comments box provide any additional details you would like for your advisor to be
aware of. Click on the Mark as Cancelled button.

MANAGE APPOINTMENT

Change of Major (CODO)

All Attendees

This Appointment will be counted as a no show

D. Whiteley (Advisor) -

Your name will appear here N Cancel My Attendance

Reason:

Comments:

[r—
bEnEqrPl  Mark as Cancelled
.

Cancel My Attendance

It is important to note here, that you cannot just click on the Cancel my Attendance button
in order to cancel your appointment. You must use the Mark as Cancelled button.
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e Onthe Appointment Cancelled screen, click on the blue reschedule link in the pink
box at the top of the screen.

MANAGE APPOINTMENT

Change of Major (CODO)

All Attendees
Appointment Cancelled

D. Whiteley (Advisor) -

reschedule
Your name will appear here ~ Q j

Yourname (Cancelled this Appointment due to Question
Resolved

Cancelled Mar 17 2017 at 08:50 AM

You will then follow the same steps to schedule a new appointment that you used when
creating the original appointment request.

Rescheduling a Campaign Appointment
When a staff member requested you schedule an appointment during a specific date/time,
you originally saw this yellow box on your Student Home page:

Student Home S—BoilerConnect

Your name

wouldappear - pleage respond to the following appointment request(s):

here

o Your advisor namewould like you to create an advising appointment by Wednesday, Mar. 01, 2017.  Schedule This Appointment
would appear here

Class Information Reports = Calendar  Send a Message Make an Appointment

Classes This Term Quick Links

TakE e

School Information

O CLASS NAME PROFESSOR DAYS/TIMES MID FINAL  TAKE ACTION

. CAND-99100-001

o y . .
Candidate Bequest Tutor Appt, Upcoming

_ FAPS-10400-Y01 Appointments

Even though you cancelled this appointment, the yellow box will continue to appear at the

top of the Student Home page where you can click on the Schedule This Appointment
button.
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e You will be taken to an Appointment Invitation page where you will see dates/times
the staff member is available for appointments. You can narrow down the
appointment options by using the “Pick a Date” calendar on the left side of the
screen.

Pick a Date
< April 2021 7S

Su Mo Tu We Th Fr

e Alternatively, you can directly select a date/time by using the available time slot
bubbles listed on the main panel of the page.

Tue, Apr Gth

OPM ) 200-230PM N[ 230-300PM ){ 300-330PM ) 330-200PM ) 400-430PM )

more
Wed, Apr 7th
100 Ab 00 Al
M PM 400 4 4
Thu, Apr Bth
(om-5% " 000 AM ) :._-"r--"-' 1030 M) (1030- 1100 " 00-11:30 AM ) 130 -12:00 M) {12:00 - 12:30 |: 1230100 PM ) 100-130PM )

e When you choose an appointment time slot, you will be taken to the Review Detail
page.
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Review Detail

Chaose the type of appointment you would like Support Service

Date

Where?

Would you like to share anything else?
Add your comments here

Email Reminder

Text Meseage Reminder

Phone Number for Text Reminder

e Review the information on this screen because there may be special instructions
there. You can also enter your own comments and decide if you want email or text
message reminders. Unless you uncheck the boxes, you will receive both email and
text reminders for your appointment. If there is no cell phone listed or the number
is incorrect, please update it here. The reminder email is sent out 24 hours before
the appointment, and the text reminder is sent out one hour prior to the scheduled
appointment.

e C(Click the Schedule button

Until you do this, your appointment has not been scheduled! Your appointment has
successfully been scheduled when you get the success message below and the option to
View Appointments or Schedule Another Appointment.

L\

Appointment Scheduled

Great job scheduling your appointment!

| View Appointments H Schedule Another Appointment
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