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Coordinated Student Scheduling Workflow 

Student Scheduling Workflow 

When students are proactively scheduling their own appointments, we can create a layered dropdown experience 

to help funnel students toward the best fit. 

Step 1: Student Service Category: Type of Advising 

Student Service Categories grant the ability to group different services together into buckets. For example, you 

can create categories for each type of advising. 

To setup Student Service Categories please do the following:  

Administration > Student Service Categories > Add New Student Service Category > Add services into “Student 

Services”  

Configuration Requirements: 

Student Service Categories need the following configurations to be completed: 

1. Student Service(s) Selected 

2. Student Service Category is Active 

3. (Optional) Limit by Major(s) or Category/Categories 
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Step 2: Student Service: College-Specific Services 

 

 

Student Services can be more specific than the student service categories, allowing advisors to set more specific 

availability.  

Configuration requirements: 

1. Name (30 characters or less) 

2. Active 

3. Allow students to choose Advisor - allows students to select the advisor they want, (if multiple advisors 

are available for that service.) 

4. Allow Student to schedule an Advising Appointment – if unchecked, this service will not appear as an 

option for scheduling.  

a. Check the box to ‘Only Allow Student to meet with Assigned Advisors’ if the service should be 

restricted to assigned advisors. 

5. Add student to waiting list – allows a student to be added to an advisor’s waiting list as a drop-in.  
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6. Appointment duration (if desired). If no duration is set, the appointment duration will default to the 

location’s duration. 
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Step 3: Location: Buildings  

 

To further narrow down the list of available advisors, location will prompt the student to select the building where 

their appointment will be held.  

To setup a Location, please do the following:  

Administration > Appointments > Locations > Add a New Location  

Configuration requirements: 

1. Name (building) 

2. Active 

3. Default appointment increment 

4. Allow Students to Schedule Advising Appointment 

5. (Optional) Allow students to view Advising Drop in Availabilities 

6. Student Services for this Location – select all services that are offered at the location. If a service is not 

checked on, it will not be available for scheduling.  
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Step 4: Advisor/Tutor Availability 

Advisors and tutors must set their availability in order to allow students to schedule with them. They can set 

availability from their Advisor homepage under the “Advisor Settings” tab (or “Tutor Settings” tab for tutors). 

1. Select the days and times when you are available to meet with students.  

2. Select whether you will meet with students via appointments or drop-ins during that time. The 

campaign option is availability reserved specifically as dedicated time for targeted students to make 

appointments with you. 

3. Select the duration of the availability (for the term, a specific set of dates, or forever).  

4. Choose the location where you will be available (this is a single-select list, since you can only be in one 

location at a time). 

5. Select which student services you can provide to students during this availability (this is a multi-select 

list, since you can be available for various services at the same time). Note: Leaving this student 

services field empty means you will appear to be available for all advising student services at the location 

you choose.  

6. Under Availability Details for each advisor, put in location and other specific details about their 

availability, such as office location, reminder to bring certain documents, specific directions about the 

meeting, etc. 

Note: Weekend availability is now available at all locations. Students will be able to schedule weekend 

appointments when users have weekend availability. Users without weekend availability will not show as 

options for weekend scheduling.  
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