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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 
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Locate Past Appointments 
1. In the My Appointments tab 

2. Select the 'Past' sub tab 

Locate and Review Appointment Updates 
1. In the My Appointments tab 

2. Select the 'Appointment Updates' sub tab 

1 

1 

2 

2 



3 salesforce.ecu.edu/people360 

How To Cancel an Appointment 
1. Select 'Cancel Appointment' 

2. Input a Cancellation Reason 

3. Select 'Confirm Cancellation' 
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