Navigate @ LUC Training
Scheduling virtual appointments - how should | include Zoom info?

There are 3 different ways you can provide a Zoom link to your students when using Navigate appointment scheduling.

Option 1 - EAB's recommended option - Using ONE Zoom link for all of your Navigate appointments.

You include this in the URL field while setting up your Availability.
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From your homepage
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URL field

If you plan to use one Zoom link for all appointments

scheduled in Navigate, include this link in the URL field.

It will show up on all confirmation and reminder

communications to the student.

Note: For this option, you must use the waiting room feature in Zoom.
Read about the Zoom waiting room here:
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room

This Zoom link is sent in the confirmation and reminder emails

to the student.

Attendees
Michelle Dayton (c: 7735515154)

Location

Learning & Student Success (Virtual)

Organizer Date of Appointment

Samuel Siner 07/27/2020

Topic Time

General Help 9:30am - 9:45am CT



Option 2 - A more manual approach - Communicate Zoom info to the student at the time of the appointment.
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Availability Setup

Add Special Instructions for Student

Within your Availability setup, in the Special Instructions field,
make sure to let the student know that you intend to reach out
to them with the Zoom info at the time of your appointment.
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Student sees this message on the confirmation email.

Organizer Location

Joseph Drake First and Second Year Advising
(Virtual)
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07/28/2020
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At the time of the appointment, send the student a message from Navigate:
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Students will immediately receive the email with this message:

Use this Zoom link for our Advising Appointment starting now!

are problems with how this message is displayed, click here to view it in a web browser.
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Or, instead of sending the student a message from Navigate or Outlook, you could also invite directly from Zoom.

To do this, start your Zoom meeting.
Then, click on the Participants icon at the bottom of the screen.

Click on "Invite" from the bottom right set of options.
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Click on Email from set of options.
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Depending on how your Zoom is configured, you may get the following screen. If so, choose 'Default Email’
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Choose your email service to send invitation
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Default Email Gmail Yahoo Mail

An Outlook email from your LUC account will appear with pre-populated Zoom info.
Add the student's email address and send:
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Subject Please join Zoom meeting in progress

Join Zoom Meeting
https://luc.zoom.us/|/97513382413

Meeting ID: 975 1338 2413

One tap mobile
+13126266799,,97513382413# US (Chicago)
+16465588656,,97513382413# US (New York)

Dial by your location
+1 312 626 6799 US (Chicago)
+1 646 558 8656 US (New York)
+1 301 715 8592 US (Germantown)
+1 669 900 6833 US (San Jose)
+1 253 215 8782 US (Tacoma)
+1 346 248 7799 US (Houston)
Meeting ID: 975 1338 2413
Find your local number: https://luc.zoom.us/u/ad4auo70TZ

Join by SIP
97513382413 @zoomcrc.com



Option 3 - A more manual approach - Using a concurrent Outlook appointment
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Look for an Outlook meeting appointment from me with a
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Will you be meeting with multiple students?
These settings will not be used for kiosk and campaign purposes.
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1
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Availability Setup

Add Special Instructions for Student

Within your Availability setup, in the Special Instructions field,

make sure to let the student know to expect a calendar appointment from you.

Student sees this message on the confirmation screen when making an appointment.

Student also sees this message on the confirmation email.

When a student schedules an appointment with you via Navigate, it will sync to your Outlook calendar and look like this:

S#
25 2l Nav: Michelle Dayton(ID: 00001229386), General Help
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Attendees:
Michelle Dayton
1D: 00001229386
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Organizer: Samuel Siner

Type: Learning and Student Success Appointment

Nav: General Help; Learning & Student

Topic: General Help.

Commants:

Michelle Dayton: | need some help with tests.

To send out a unique Zoom link for this student, set up a Concurrent meeting appointment on your calendar and use the Zoom plug-in.
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Location

Starttime [F17/24/2020 m| [1130am 5 day event
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https://luc.zoom.us/|/99261233924

Meeting ID: 992 6123 3924
One tap mobile

+13126266799,,99261233924# US (Chicago)
+13017158592,,99261233924% U (Germantown)

Dial by your location

+1312 626 6799 US (Chicago)|
+1301 715 8592 US (Germantown)
+1646 558 8656 US (New York)
+1346 248 7799 US (Houston)
+1669 900 6833 US (san Jose)
+1253 215 8782 US (Tacoma)

Meeting ID: 992 6123 3924
Find your local number: https://luc.z00m.us/u/a3eGOAVBbhw

Join by SIP
99261233924@z00merc.com

Join by H.323
162.255.37.11 (US West)
162.255.36.11 (US East)
Meeting ID: 992 6123 3924
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