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Cancelling an Appointment

On top left corner, hover

over the“Appointments”

_)' Advising and Risk Management

dropdown menu.Then

= Alerts @ cppointments

1 13 9 ”» B Appointments
click on AppO]ntment = Risk and Advising Alerts

M Calendar View

Option. Ralruae ic tha lict f rick and achricinn alarts

Click the Details button el 2

Show 50 v |enries | Bt el Quick search:

of the Confirmed

Date Time Category Student Name: Adisor Name: Contactvia  + Subject Location + Purpose of meeting

Appointment or your

Oniie diated By
Ocober 04,2022 100000 - 12:10:00 Academic Advsing - * eatemic perfomance Onine Meetng

requested appointment.

September 20

Academic Asing N i prormance Oning Vietrg ::&d

Appoinimert Date” Start Time' End Time:”
October 4, 2022 100000 w00

Tipe of Senvice”
Academic

Subject

Academic perfomance

Location:”
Oniine Meeting

Online Mesting URL:

To cancel the appointment,

Purpose of meeting:

click on the cancel button.
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To:

The meeting will be

Hi

Cancelled, and the adViSOF Your appointment has been cancelled.

and student will receive an

Subject: Academic performance
Event Date: October 04, 2022

i i Event Time: 10:00:00 - 10:10:00
ema]l abOUt ]t' Location: Online Meeting
Purpose of meeting:

Advisor:
Student:

This is a system-generated email alert.
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