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SCHEDULING AN ACADEMIC ADVISING APPOINTMENT

STEP 1

Log into Workday and choose the Academics portal.

STEP 2

Under Academic Advising on the right-hand side, click Academic Advising Appointments.

STEP 3

Once in EAB Navigate, click on Make Appointment on the upper right-hand of the screen 

(under the Bentley logo).  
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STEP 4

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. 

STEP 5

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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STEP 6

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.

STEP 7

Once you select the modality, click on the date and time that is most convenient.

STEP 8

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). 
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STEP 9

Click Schedule on the bottom of the screen. 

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

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

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


