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If you receive an
appointment notification:
Step 1: If your advisor has created a campaign, you should open

Navigate to a banner like the one below. Click schedule this
appointment to begin.

Step 2: That link should bring you to this page, showing your advisor,
and their availability and giving you the choice of an in-person or

virtual meeting. Please choose a time and setting that works best for
you.



Step 3: After you choose a time, you should be redirected to the page
below. Here you will review your appointment details to ensure

everything is in order.

Step 4: Once you finish your review, click “schedule” to schedule your
appointment.



If you do not receive an
appointment notification:

Step 1: If you did not receive an advising notification like the one
above, you can still schedule a meeting with your advisor. Click the

“Schedule an Appointment with an Academic Support Office” button in
the right-hand corner.



Step 2: That link should bring you to this page. Select “Academic
Deans/Academic Advising” for your appointment type; and “Academic

Advising” for the service.

Step 3: That link should bring you to this page, with your advisor’s
availability, and give you the choice of an in-person or virtual meeting.

Please choose a time and setting that works best for you.



(PS. Your advisor’s name may not be in the staff section. You should
be able to schedule by following these steps regardless)

Step 4: After you choose a time, you should be redirected to the page
below. Here you will review your appointment details to ensure

everything is in order.

Step 5: Once you finish your review, click “schedule” to schedule your
appointment.




