Navigate: Adding an Appointment Summary to a Student

for a Scheduled Appointment Instance

Appointment summary reports provide staff and faculty with the ability to document information and
interactions pertaining to specific student appointments

1. Open the Appointment Summary window for a completed student ‘

appointment Staff Home

o From the Staff Home page, click the Appointments tab.

o Scroll down to Recent Appointments under Reporting.
o Check the box to the left of the appointment/student to report on.
o Click Actions in the top left corner of the box. Then click Add

Appointment Summary.
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