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Overview 

Student Scheduler is the page all students use to create appointments and drop-in visits 
through Navigate360. The user interface ensures accessibility for all. 

 
Student Home opens when students log into Navigate360. To open the scheduler, students 

select the Schedule Appointment button. 

Scheduling an Appointment 

1. Click the Appointments tab on the left navigation menu to begin scheduling an 

appointment: 

 

2. Once in the Appointments page, on the top right, click on Schedule an Appointment: 

 

 

You will then be redirected to the New Appointment page: 
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Alternatively, clicking on the ‘plus-sign’ icon will also open the New Appointment page: 

 

 

 

 

 

 

 

 

3. Begin by selecting the type of support you need, such as advising or academic support, 

followed by the type of service needed, and then the date for the appointment. You can 

only select one type of support and/or service. 

 

 

 

 

 

 

 

  

  

4. Once the options are selected from the fields above, click on the blue Find Available 

Time button.  

You will then be redirected to following page: 
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Notice the options you selected on the previous page. These choices are locked in and 

cannot be modified unless you click on the Start Over link. Below is what the locked 

options may look like: 

 

 

 

 

5. On the left side, under the All Filters section, select any additional filters to refine your 

desired appointment. 

Note. When a date is selected, the scheduling feature shows appointments from the start 

date until 30 days after the start date. Dates with available appointments will have a dot 

underneath them in the calendar. 
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The main panel of the scheduling page shows available locations with appointment slots. 

Notice a description under the location, it may contain important information: 

In some cases, you can select the link that says # People next to the staff member’s 

initials. 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking the link will display a list of staff members: 
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If a staff member is selected from the list, the appointment schedule will display only the 

available time slots for that specific staff member. 

  

 

 

 

 

 

 

 

 

  
 

If you would like to remove a filter, click on the X in the corresponding field: 

 

 

 

 

 

 

  
 

If there are services that require a course, such as math tutoring, you will be prompted 

with a message and will need to select a course before you are able to view the available 

time slots: 
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6. After selecting an appointment time slot, review the appointment details in the Review 

Detail page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Enter any comments and check the email or text reminders checkboxes if desired. Once 

all the options are set, click Schedule. You should see a success message and the option 

to View Appointments or Schedule Another Appointment. 

 

 

 

 

 

 

 

 

 

 

 

Repeat the process to schedule another appointment. 


