@ PEOPLE360

My Appointments

Quick Reference Guide

Overview

The My Appointments tab is where employees can view scheduled appointments, review appointment
history, and check the status of recent appointment updates by POSO staff.

Learning Outcomes

This quick reference guide will enable you to:
1. Locate upcoming appointments with POSO staff.
2. Locate past appointments and review appointment updates.

3. How to cancel appointments

Locate Upcoming Appointments

Log into People360 and follow the instructions below:
1. In the My Appointments tab
2. Select the 'Upcoming' sub tab

My Su| » LN IO Interpersonal Relationships  Personnel Action

Manage Your Appointments

View scheduled appointments, review appointment history, and check the status of recent appointment updates.

Upcoming e pointment Updates 1
Phone Scheduled Phone Scheduled Phone Scheduled
Appointment #5A-0024 Appointment #5A-0022 Appointment #5A-0035
ﬁ Jun 18, 2026 B Jun 18, 2026 a Jun 18, 2026

11:00 AM - 11:30 AM 7:00 PM - 7:30 PM 11:00 AM - 11:30 AM
PHONE NUMBER PHONE NUMBER PHONE NUMBER
(252) 111-2233 (252) 111-2233 (252) 111-2233
APPOINTMENT WITH APPOINTMENT WITH APPOINTMENT WITH
Alex Rivera Alex Rivera Alex Rivera

Cancel Appointment | | Cancel Appointment | Cancel Appointment
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Locate Past Appointments

1. In the My Appointments tab
2. Select the 'Past’ sub tab

My Appointments

Interpersonal Relationships  Personnel Action

Manage Your Appointments

View scheduled appointments, review appointment history, and check the status of recent appointment updates.

Upcoming 7 past ) ates 1
In Person Canceled Phone Scheduled Phone
Appointment #SA-0013 Appointment #SA-0032 Appointment #SA-0033
Jun 17, 2026 Jun 17, 2026 Jun 17, 2026
210 PM - 2:40 PM 2:00 PM - 2:30 PM 1.00 PM - 1:30 PM
LOCATION PHONE NUMBER PHONE NUMBER
Location not provided (252) 111-2233 (252) 111-2233
APPOINTMENT WITH APPOINTMENT WITH APPOINTMENT WITH
Nidhi Kasula Mamatha Chitukula Mamatha Chitukula

Locate and Review Appointment Updates

1. In the My Appointments tab
2. Select the 'Appointment Updates' sub tab

LU RIS Interpersonal Relationships  Personnel Action

Scheduled

Manage Your Appointments

View scheduled appointments, review appointment history, and check the status of recent appointment updates.

Upcoming 7 Past 12 Appointment Updates )
Phone Canceled

Appointment #5A-0029

Jun 23, 2026

11:00 AM - 11:30 AM
PHONE NUMBER
(252) 111-2233
APPOINTMENT WITH

Alex Rivera
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How To Cancel an Appointment

1. Select 'Cancel Appointment'

My Support Requests My LUEL Sl Interpersonal Relationships  Personnel Action

Manage Your Appointments

View scheduled appointments, review appointment history, and check the status of recent appointment updates.

Upcoming e Past 14 Appointment Updates 1

Phone Scheduled
Appointment #5A-0035

Jun 19, 2026

T1:00 AM - 11:30 AM
PHONE NUMBER
(252) 111-2233
APPOINTMENT WITH

Phone
Appointment #5A-0030

Jun 19, 2026
1:00 PM - 1:30 PM
PHONE NUMBER
(252) 111-2233
APPOINTMENT WITH

Scheduled Phone Scheduled
Appointment #SA-0036

Jun 22, 2026

10:00 AM - 10:30 AM
PHONE NUMBER
(252) 111-2233
APPOINTMENT WITH

Alex Rivera Alex Rivera Alex Rivera
r ~ - 5 e

Cancel Appointment ‘ Cancel Appointment Cancel Appointment
. J \ J \

2. Input a Cancellation Reason
3. Select 'Confirm Cancellation'

Are you sure you want to cancel this appointment?

CAMCELLATION REASON

Let us know why you're cancelling...

Confirm Cancellation

Keep This Appointment
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