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@ What: The Appointment Center lets staff manage appointments at an individual
location.

Where: To open Appointment Center, click the app switcher and
select Appointment Center. You can also open Additional Modes at the bottom
right of the screen and select Appointment Center.

Who: This feature is primarily used by staff, especially front-desk workers or
others who help to manage appointment scheduling at a specific location.

Conditions: Staff members will need to set up their calendar sync and
availability to make Appointment Center's features useful. Users need the View
the Appointment Queue Tab on the Home Page permission to check students
out through Appointment Center.

@ Feature Overview

The Appointment Center allows staff at an individual location to manage
appointments for that location. For example, a front desk worker can manage
appointments for a tutoring center using Appointment Center. Actions possible
using Appointment Center include managing the scheduling grid, scheduling
appointments, editing appointment details, and canceling appointments. Staff can
also view a list of drop-in and scheduled appointments for the day or week. More
information about the aspects of the Appointment Center are covered below.

Location List

Scheduling Grid
Drop-In Appointment Screen
Scheduled Appointments

1 Navigate to https://csus.campus.eab.com/home
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2 Click "Additional Modes" located at the bottom right corner of your EAB Home Tab

3  Click "Appointment Center"
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Schedule a General Event
Record Class Attendance
Manage Assignments
School Information

Download Center for Reports

Campaigns...

Travel Letters

Upcoming Appointments

You have no upcoming appointments.

Page last refreshed at 12:14pm
All times listed are in Pacific Time (US & Canada)
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4 Location List

Once you open Appointment Center, select a location from the list.

DRNIA STATE UNIVERSITY - SACRAMENTO

JAVIGATE &) = [d e ~ @
Available Locations
Academic Advising Center Admissions & Outreach
APIDA Center Art Department - Chair Office
Art Department - Faculty Office Art Depariment - Studio
AS| Children's Center Student Parents ASI Children's Center Students Check-in/out
AS| Hot Spot Asian Studies Program
Biological Sciences Department Burs
CAMP Cardggs
Carlsen Center CCE Acadeffiic Advising
Center for Science and Math Success Civil Engineering
College of Business - Office of Student Engagement Callege of Education Student Success Center
College of Health & Human Services Success Center College of SSIS Student Success Center
Communications Department Computer Engineering Program
Crisis Assistance & Resource Education Support (CARES) CsUs Writing Center
Dean of Students Office DEGREES Project
Design Department - Chair Office Design Department - Faculty Office
Division of Criminal Justice Advising Center Dreamer Resource Center
Economics Department Educational Opportunity Program
Electrical & Electronic Engineering Engineering and Computer Science Advising Office
Engineering and Computer Science Intemship and Career Services Engineering and Computer Science MESA Program
Engineering and Computer Science Tutoring English Department ‘

@ Location Switcher and Scheduling Grid

Choosing a location opens the Scheduling Grid for that location. This grid can be
narrowed down by Care Unit, Service, Course, Staff Member, Meeting Type,
and Date/Time. While you cannot change the default hours from 8 am to 5 pm,
but you can adjust the scheduling grid hours by changing the Start Time and End

Time in the filters.
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5  Click the "Enter Student Name" field.

) Career Center

Location

Career Center

~—

\ Scheduling Grid ~
Date Start Time (PT) End Time (PT)
11/13/2023 8:00AM - 5:.00PM - C Refreshed Today 12:16pm PT
g Care Unit Service Staff
Advising - All Services - All Staff

@ Appointment Center also has a Location Switcher. When users need to
change their Appointment Center location, they use the filter at the top of
the main page and select a new Location from the dropdown. Once selected,
Appointment Center reloads as the new Location.

6  Type Student Name
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7 Example: "Herky Hornet (*0747) (advisor)"
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=
- Location
H
Career Center -
@ herky

v

Herky Homet (*0747) (advisor)
Ny

Scheduling Grid ~

»

Date Start Time (PT) End Time (PT)

©

11/13/2023 8:00AM v 5:00PM ~ | G Refreshed Today 12:16pm PT

Jo'

8  Select available time

Intervie...
Resume...

Busy

Busy Busy

Busy
Busy
Busy
Busy
EDC-252Legal & Ethical Issues ...
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9 Click "Please select a service"

CREATE AN APPOINTMENT

Service Please select alge Show All Services for this location

Organizer

Meeting Type Please select a meeting type ~ ]

Student Herky Hornet
When Times listed are in PT.

11/13/2023 3:15pm

Comments Enter comments

Options (J Student has checked in for appointment

Send E-mail Reminder to the organizer atiendee

10 Select Service

CREATE AN APPOINTMENT X
Service [ Please select a service « 1 Show All Services for this location
. I 3]
Organizer
Please select a =
Meeting Type i il |

Career Exploration

Student ~
v etter Review
When Graduate School
Exploration 30 min b
Internship/Job
Comments Search Assistance
Options (0 Student has checked in for appointment

Send E-mail Reminder to the organizer attendee
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11  Once complete, click Create Appointment

Comments Enter comments

Options (O Student has checked in for appointment
Send E-mail Reminder to the organizer attendee
Send E-mail Reminder to non organizer attendees
() Send Text Reminder to the organizer attendee

[ Send Text Reminder to non organizer attendees

Cancel
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