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EAB Navigate: Reassigning a Scheduled
Appointment to Another Advisor

Use quick search to search for the advisor who the appointment is currently assigned to. When
selecting the staff, make sure the profile says advisor. Some staff may also have student profiles
or other roles that may show. Click on the Appointments tab. Click on details next to the
appointment you wish to shift to another staff person.

@navieae & = nick joned
| o

Staff Home ~

= _ o .

Students || Appointments | My Availability |~ Appointment Qu
=5
E . .
Upcoming Appointments
@ Care Unit: | All Care Units v @
O DATE/TIME ATTENDEE SERVICE COMMENT MEETING TYPE REPORT FILED? DETAILS

2 %

m] 1/1 UAS_: Academic In-person Not Yet.
Advising

UAS: Academic
! -pers . ails
] 11 Advising In-person Not Yet. Detail

=
D

UAS: Academic

Advising Virtual Not Yat. Deatalls
UAS: Academic
O 17 | Advising In-person Nat Yet. Details
UAS: Academic
O 117 Advising In-person Not Yet. Details
UAS: Academi
O 11 f«dv'smcga smie In-person Not Yet. Details
/ A irtual ot Yet. etails
11 fgj';n(;dE“( virtual Not et Detail
/ A irtual ot Yet, etails
0 11 Uis: Academic virtual Not Yet Detall

Advising
45..



EaU

FLORIDA ATLANTIC
UNIVERSITY

2. Onthe details pop out, click edit.
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3. Onthe appointment schedule page, click on the X to clear the current advisor from the Select An
Organizer box.
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Select the new advisor for the meeting. You may need to use the Unlock Times With Conflicts in
the Availabilities? Drop down box if the new advisor has conflicts during the assigned time.
Select the current time slot for the appointment.

For: Appointments Mon-Fri 2:30pm - 4:00pm ET (October 31, 2022 - November 4, 2022)

For: Appointments Mon-Tue, Thu 10:00am - 3:00pm ET (October 24, 2022 - October 27, 2022)
® For: Appointments Wed 10:00am - 3:00pm ET (October 26, 2022 - October 26, 2022)

For: Appointments Tue 10:00am - 11:30am ET (October 5, 2022 - December 16, 2022)
For: Appointments \Wed 9:00am - 10:30am ET (October 5, 2022 - December 16, 2022)
O For: Appointments \Wed 2:30pm - 3:30pm ET (October 5, 2022 - December 16, 2022)
For: Appointments Thu 2:00am - 10:30am ET (October 19, 2022 - December 16, 2022} -
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Click Save Appointment to finalize reassigning the appointment.
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