Note: The pages that follow are intended to expound on each topic shown above (1-4). Each topic will fit
on a single page make printing all or parts of this document rather easy. Need to print the page on
“Requesting a Tutor Appt”, that’s easy, simply print page 5-6.

Schedule an Advisor Appt - If this link is visible on your Home page, then permission has been granted for you to create a

tutor/advisor appointments.

Add an Appointment
Use this option if you wish to create a tutor or advisor appointment. Using this option will actually create and schedule your
appointment of choice. After the appointment has been saved, GradesFirst will send emails to attendees as well as update
everyone’s calendars.

Grades First

Hello, lvan Quick Search : Term: Spring 2011 | Online Support . Log Out

Click this link to create a tutor or advisor appeinment. If you do not see
Home this link, this means you do not have permissions to use this option.

Class Information Reports Calendar

Classes This Term

Options

ﬂ Schedule an Advisor ApptL

(&) My Messages
=) Send Message 1o Professor

© school Information
] ' class Name Professor Days/Times Mid Final Take Action

Clicking the ‘Schedule an Advisor Appointment’ link will display a screen similar to the one below.

GradesFirst

Hello, lvan Quick Search  Term: Spring 2011 | Online Support | Log Qut
My Calendar »» Schedule an Advising Appointment Upnon chooslng thelAdvisor Yol see the
calendar appear for selaction

Schedule an Advising Appointment

Topic: Advisor for this Appointment Reset your selection
Advisor Available Times
Location: O Support, GradesFirst MTWR 9:00a-2:00p

Not Specified.

Nevermind

Select a Date:
[ <] March 2011 (3]
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Hello, lvan uick Search Term: Spring 2011 Online Support | Log Qut
My Calendar > Schedule an Advising Appointment
Schedule an Advising Appointment
Topic: Advisor for this Appointment Select the advisor for the Resetyour selection
¢ appointment
Meeting with Advisor /
. Advisor Available Times
Name or topic of the
1 appointment Support, ; :
Location: ® GradesFirst MTWR 9:00a-2:00p
- After selecting the date and advisor for the
Not Specified. appointment, GradesFirst will display all schedule
Select Times for the Appointment conflicts in red. In this example, | have checked to Time increment: 30 mMin ~
Select a Date: . schedule for Wed. at 11 am. Clicking on the 'Conflicts'
will show who already has an appointment.
(4] March 2011 [»] z i il
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S o ow e T - Time slot [ {Si = {M{) ) 03/22(Tue) 03/23 (Wed) 03/24 (Thu)  03/25 (Fri) (S; 2
Ll Ll Ll
1 2 3 4 5 10:00a-10:30a Conflicts
Conflicts Conflicts Conflicts o
6 s 8 9l 10/ 11} 12
13]{S14) jo61.5] s 6] |1i7 | 1.8 [ 9 10:30a-11:00a L ] D ] Conflicts
20/ 21| 22| 23] 24/ 25| 26 i conflios
Z7JMeZ8][800] 0]} 11:00a-11:30a B Cl Cl -
Conflicts Conflicts
Today
Select lhe.date forthe 11:30a-12:00p & i~ (& i
appointment Confiicts Conflicts
Reminders 1 ] [l &
12:00p-12:30 Conflicts
& & Conflicts Conflicts Conflicts Conflicts
Send an email reminder.
12:30p-1:00p o B o 8 Contlicts i
Send a text reminder. Conflicts Conflicts
| i . | 1
. GradesFirst will send both email and 1:00p-1:30p Fl (] Conflicts
| nflict flict
" text message reminders the day of Lontley ! Stk
the.appointrnen:. Select the 1:30p-2:00p ] 0 B B
appropriate box to ensure the correct
reminder issent. 2:00p-2:30p i |
. N

] March 2011 D]
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12| 14 15 15| | HRTM585-1 ADVANCED CLUB MANAGEMENT
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27 [zs][29][F30] [
Taday. |

]
2minders 12:00p-12:30p ‘
| Send an email reminder.

| Send a text reminder.

12:30p-1:00p ‘

(Above) If there is a conflict; you can click on the ‘Conflicts’ link and you will see who has a scheduled appointment conflict
and what is occurring.

After you have selected a date, advisor and time for the appointment, click Save. This will then create the appointment,
update calendars and send emails notifying users of the appointment. Email reminders, if checked, will be sent the day of the
appointment (at 6:30 CST) while text reminders are sent “xx” minutes before the appointment.

Depending on which type of appointment is being created, the section that allows you to ‘Select the Advisor’ will either
display a list of advisors or tutors. Next to each person will be their available meeting times.
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