
 

 

Appointment Center 
 

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

 
How: To open the Appointment Center click on the apps icon located on the top right of your screen -next 

to the question mark icon- and select Appointment Center. You can also click on Additional Modes at 

the bottom right of your screen and select Appointment Center. 

 

 
Who: This feature is primarily used by staff, especially front desk workers or other 

members who help to manage appointment scheduling at a specific location. 



Location List 

Once you open the Appointment Center, the next step is to select your desired location from CCNY's location list. 

 
*Note: Not all existing locations are depicted below and you may have a limited selection of locations to choose from 

based on your permissions 



Scheduling Grid 

 
Once you select your desired location, the Scheduling Grid for that location will be made available 

to you. This grid can be tailored by Date, Start Time, End Time, Care Unit, Service, Staff 

Member, and Meeting Type. You can adjust the hours that are displayed on the scheduling grid 

by editing the Start Time and End Time drawers. 

 
 
 
 
 
 
 
 
 
 

 

 



The scheduling grid has a calendar interface where available times for appointments are shown as 

white blocks and unavailable times as grey blocks. 

 

 



To schedule an appointment you will need to click on an available (white) time slot on the scheduling grid. 
 

 

 
Once you select a time slot the following dialog box opens: 

 



Once you create an appointment you will see it displayed on the scheduling grid (illustration below) 
 

If you click on an existing appointment within the Scheduling grid, a "Manage Appointment" 

box will appear (illustrated below). In this box you can view the details of your selected 

appointment, as well as take several actions. It is here that you can add additional students to 

the appointment, remind your students about the appointment, message your students, 

cancel the appointment (for everyone or for individual students), check students in, edit the 

details of the appointment altogether, or change the appointment to a different time via the 

"move" option. 

 
Note: "Moving" or submitting an edit of appointments causes the appointment details to change 

without the student's permission. Make sure that the time works for the attendees schedule 

before moving or editing. Students do receive an "Appointment Update" email once the 

appointment is edited or moved. 
 



By clicking on the underlined "Scheduling Grid" drawer (depicted below) you have the option to 

view Drop-In Appointments and Scheduled Appointments for the day. 

 

 

Drop-In Appointments Page 

 
Staff workers often need to view today’s appointments. By using the Drop-In Appointments 

page you can view all of the drop-ins for the current day and take actions from the list. 
 

 

Actions that can be taken from the Drop-In Appointments page include: 

Send Message to Attendee (Student) 

Move to Top (of queue) 

Remove (from queue) 



Scheduled Appointments Page 

 
The Scheduled Appointment List page in the Appointment Center lets you view all of 

the Upcoming, In Progress, and Recent appointments for the current day and to take 

actions via the checkboxes. You may also view the data for previous and future days by 

editing the date drawer. 

 

Actions users can take on the Scheduled Appointments page include: 

Send Message to Attendee (Student) 

Send Message to Organizer(s) 

View Appointment Details 

Check In 

Mark No-Show 

Cancel Appointments 

 
When selecting multiple appointments at the same time, actions are limited to sending messages 

and canceling appointments. 



If you click the drawer underneath "Orientation" on the top right of the scheduling grid, you will 

be able to change the orientation of the staff names and hours of the day to either vertical or 

horizontal. 

When vertical orientation is selected: 
 

 
When horizontal orientation is selected: 

 

 
 

 
Additionally, by clicking the drawer underneath "Display Name" you can choose to see 

appointments displayed as either the name of the attendee or the name of the service. 
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