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View Appointment Queues
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You can view your Center’s appointment queues by clicking on the Scheduling Grid, and then the Scheduled
Appointments tab in the Appointment Center. This document shows the view Appointment Queue visibility
from the front desk support perspective, and the view from the appointment facilitator.

Front Desk Staff View

NAVIGATE @

College of Business and Economics Advising Center

Scheduling Grid ~

Scheduling Grid

Drop-in A Refreshed Today 10.15am PT
P

Scheduled Appointments

Upcoming Appointments

O BEGINNING IN DATE & TIME DURATION SERVICE COURSE ATTENDEE NAME: STUDENT ID ORGANIZER CHECKED IN

No appointments to show for the selected filters.

In Progress Appointments

STARTED AT DATE & TIME DURATION SERVICE COURSE ATTENDEE NAME: STUDENT ID. ORGANIZER

No appointments to show for the selected filters

Recent Appointments

O RECORDED TIME DATE & TIME DURATION SERVICE COURSE ATTENDEE NAME: STUDENT ID ORGANIZER

ointments to show for the selected filters

Note: Within each queue you have the option to remove or prioritize students usﬁthe Actions drop down
menu. The Remove action in the drop down menu is best used to remove a student from the list when the
student has checked in for an Appointment but leaves before the start of their appointment. This will not remove
the scheduled appointment. Additionally, the advisor will need to enter a no-show on the summary report.
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Staff User/Advisor View

Staff Users and Advisors can view both their student queue and other advisor’s queues from the Appointment
Queues tab of their Staff Home page. Staff can also select how they will be notified when a student visits the
Appointment Center by selecting one or more of the Notification Methods.

StaftHome = _

Notification Methods: B Ding  OJEmail [ TextMessage :

Students Checked In For Appointmentse

seLecr [ seavice APPOINTMENT TIME commenT URUPHONE NuMBER CHECKED I 4T WA DURATION
‘There are not any student appointments checked in
Students Checked In For Drop-Ins With Mee
Actions v
seiect uawe serice comment FRST AVAILABLE pRIORIZED AT CHECKED N AT WAIT DURATION

You d not have any Students cUTenty Wating

In-Progress Visitse

SELECT ATTENDEE NAME: STUDENT ID STARTTIME APBTTIME CHECK INTIME SERVICE COURSE

You do not have any students currently vaiting

Students In Other Staff Queuese

SELECT NAME STAFF SERVICE COMMENT PRIORIIZED AT CHECKED IN AT WAIT DURATION

There are currenty no students waiting on other StiF

Students Checked In For Track Time %

SELECT NAME SERVICE COURSE CHECKED IN AT

There are currentiy no students checked in without specific staff
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