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How to Book an Appointment

Quick Reference Guide

Overview

This guide will walk you through how to create an appointment for a learner in Pirate360. You can book
an appointment for a learner with yourself or any other advisor.

Learning Outcomes

This quick reference guide will enable you to:
1. Book an advising appointment for a learner
2. Setthe date, time, topic, and engagement channel for the appointment

Booking an Advising Appointment

Log into Pirate360 and follow the instructions below:

1. Navigate to the Case record for the learner you are booking the appointment for
2. Ensure you are on the “Advising” tab and the “Appointments” sub-tab

3. Click the “Schedule Appointment” button
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Next, you will see the “Schedule an Appointment” screen
4. Click in the “Support Staff or Team” field to select an Advisor for this appointment
5. Select the Advisor for this appointment from the list.
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Note: The advisors that are assigned to the learner’s success team will be listed at the top under

“Assigned Staff,” but you will be able to choose any ECU advisor in Pirate360.
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7. Select a Channel using the buttons beside the three options

8. Once you have selected the advisor, topic, and channel you want, click “Search”
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Next, you will see the availability for the advisor, topic, and channel you selected.

9. You can navigate forward or backward through dates using the arrows in the top left

10. To see more times for the selected dates, click on “Show More” and scroll down

11. When you find the date and time you want, click on it to book
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Schedule an Appointment
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From the “Schedule Appointment” pop-up, verify that the information is correct.

12. You can add optional comments to the appointment. These will only be seen internally (the Learner
will not be able to see them).

13. When you have verified the appointment information is correct, click “Schedule”
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14. The new Appointment will now show on the Case record for the learner
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