
Navigate @ LUC Training
Appointment Scheduling
NOTE:  To read about scheduling appointments for others, please read the "Appointment Center" documentation

Find the Student 
Method (1) - From your homepage, click the checkbox

next to the student you want, go to Actions menu 

and choose 'Send Message'

Method (2) - Search for the student by Name or LID

in the Search box at the top right of the screen

Access the Student Profile
Click on the "Schedule an Appointment" link

Choose appropriate appointment options

Select Care Unit, Location, and Service

Need help?  Email navigate@luc.edu



Select yourself from the list of 

organizers.

Select the date, the length of the 

appointment, the timeslot, 

and reminder options.

Click the Save Appointment button

This appointment now shows up in your 

Upcoming Appointments.

If you have gone thru the steps to sync your 

Outlook calendar, the appointment

also appears there.

The student will receive a notification email.

The details here come from your Availability settings.

Need help?  Email navigate@luc.edu


