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CardSmart Training

How to Edit an Appointment from the Advising

Center Mode

1. Select the Advising Center mode from the bottom right of your CardSmart home screen. Select your
Advising Center location.

Choose Appointment Center Location

.....

Cards Career Navigator Workshop Ekstrom Library W102 Arts & Sciences

2. Locate the appointment on the calendar and click anywhere within the blue box for the appointment to

open it up.

10 AM

AA Career Planning

11 AM

3. This opens the Manage Appointment dialog box and allows you to edit the appointment. (You can also
move, delete, or cancel the appointment from this screen.)

MANAGE APPOINTMENT

AA Degree Audit

All Attendees - . .
Appointment Details
You (Advisor) v

When: Mon Aug 21, 2017 Comments:

11:00am-11:30am None

Where: Business Type:

One Time Appointment

i Student Test

Course: N/A
Reason: AA Degree Audit

Select edit. You will be returned to the scheduling screen where you can change the date for the
appointment, add or remove attendees, change the location, and change/add the reasons for the
appointment. If you click another date, you may have to reselect the advisor for the appointment. Once
you make the necessary changes, click Save Appointment at the bottom of the screen.
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Changing the Date

Select the new date on the
small calendar to the left and
confirm on the schedule to
the right that the new time is
available. Make sure that the

Location:

Business

Select a Date:

Choose A Time To Meet

- Length: 30 min

Availabilities: ? Show Availabilities for This Cd

o August 2017 [+] 08/20 08/21 08/22 08/23 08/24 08/25
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new time slot.

Most likely, the front desk may only have a need to change the date and time for an appointment;
however, the following changes can be also made from the Appointment Center:

Adding or Removing Attendees

In some cases, you may need to assign a
different advisor. To do so, you will first
need to remove the current advisor by
clicking the “X” at the end of the line with
their name.

This will bring up the “Select An Advisor”
box where you will find the appropriate
advisor. Selecting them will update the
schedule to that advisor’s availability. Once
you verify a time on the newly added
advisor’s schedule, click Save
Appointment at the bottom of the screen to
be sure your changes are made. That change
can be verified by checking the new
advisor’s calendar. The added individuals
should also receive an appointment
confirmation email.

If you wish to have two advisors in the
appointment, the other advisor will have to
be added as an “attendee” rather than the
assigned advisor for the appointment.

Agd an Aendes:

Etheridge. Katie

Gibbs, Ne
Payne, Mitche
Raisor, Kathi

Ross, Travis

Scobie, Nora

Drop-in Availability: )
Drop-In Availability:
Drop-in Availability: }ion

People Attending (2)
l Raisor, Kathleen {Advisor, Coach)

I Test, Student (Student, Tutor)

Add an Attendee:

kathleen raisor

Select

Kathleen Raisor (*I1S01) (aavisor)

Add an Attendee:

Q

TT UV IoUT

I Etheridge, Katie

Page | 2




L

Changing the Location

Although this change is not likely to be needed, it is Location: *
possible to move the appointment from one location - )
to another. Simply select the new location from the Test Advising Front Desk E|

drop-down box and then Save Appointment.

Changing/Adding Reasons

Most appointments made from the front desk will indicate one reason for an
appointment. Additional reasons are added by the advisor through discussion
with the student. However, if multiple reasons are provided at the time the
appointment is made, those reasons can be selected from the Appointment
Center by editing the appointment. In the “Reasons” section on the left of
the editing page, click the white space in the box around the already selected
reason. This will bring up a drop down menu of other reasons, which can
then be selected one at a time. To remove a reason, click the “X” to the left
of the reason text. When all reasons have been added, click Save
Appointment.

Reason(s)

% AA Degree Audit

AA Career Planning

AA Add/Change Major/Minor
AA Co-Curricular

AA External Transfer

AA Flight Plan Milestones

AA General Appr. Camp.

Mo Peceee e imoa

Reason(s)

x AA Degree Audit

% AA Add/Change Major/Minor |
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