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SCHEDULING AN ACADEMIC ADVISING APPOINTMENT

Log into Workday and choose the Academics portal.
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Under Academic Advising on the right-hand side, click Academic Advising Appointments.
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Once in EAB Navigate, click on Make Appointment on the upper right-hand of the screen
(under the Bentley logo).
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On the New Appointment screen under *Service, select the appropriate service in the
Academic Advising - Undergraduate drop-down menu. You may need to scroll down.
Then click Find Available Time at the bottom.

New Appointment
PP ' Academic Advising - Undergraduate

What can we help you find? ¥ (O Academic Check-in

(O Academic Difficulty

+What type of appointment would you like to schedule? O Advanced Standing in Business (ASB)
X (A X v
(O Advanced Standing in Finance (ASF)
\Service /
. o O Course Registration/ Course Withdrawal

PlckaDate © (O Cradustinn Chaclk

Tuesday, August 31st 2021 w

Find Available Time

There are three ways to search for an available appointment: by modality (in person or online),
date/time, or advisor. Scroll down and use the filters on the lower left of the screen.
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How would you like to meet? Thu, Sep 30th
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Location

Search by name L4




If you select In Person under How would you like to meet?, you will see only appointment
availabilities in person. If you select Online, you will see only online options.

Please note: If you do not select a modality, you will be randomly assigned based on availability
during your preferred time.

How would you like to meet?

Search by name ~
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Online
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Once you select the modality, click on the date and time that is most convenient.
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On the Review Appointment Details and Confirm, make sure to read the Details to verify where
the appointment will take place (In person or via Zoom).

What type of appointment would you like to schedule? Service

Advising Course Registration/ Course Withdrawa
Date Time

09/24/2021 12:00 PM-12:30 PM

Location

Undergraduate Academic Services

Staff
Meghan Charbonneau (Your Academic Services Advisor - Undergraduate)

Details
This meeting will be conducted in-person. Please arrive to Undergraduate Academic Services (Jennison 336) no sooner than five minutes before your scheduled appointment and check-in with the reception desk
Reminder: Those with a vaccination exception are required to be in a face covering.

+How would you like to meet?
inPerson | Search by name

You are seeing the only meeting type available for this time slot

Would you like to share anything else?




If you are meeting in person, you will see a message like this:

Details
This mesting will be conducted in-person_ Please arrive to Undergraduate Academic Services (Jennison 336) no sooner than five minutas before your scheduled appointment and check-in with the recaption desk
Reminder Thase with a vaccination exemption are required to be in a face covering

If you are meeting via Zoom, you will see a message like this:

sted ou are unable to meet via zoom, or if you require accommedations to meet remotely, please contact me or call our office at 781.891.2803 to make appropriate and necessar

Click Schedule on the bottom of the screen.

Please note: If you do not click Schedule, the appointment request will not be completed.

+How would you like to meet?
online | Search by name

You are seeing the only meeting type available for this time slot.

Would you like to share anything else?
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AJd your comments here

Email Reminder

Reminder will be sent to flex@falcon.bentley.edu
Text Message Reminder

Phone Number for Text Reminder

Schedule




