How to Create Appointment Summaries

An Appointment Summary is used to document a meeting that you had with a student.

For appointments scheduled in the platform, you can complete the associated Appointment
Summary.

And Ad-hoc Appointment Summaries can be created to document a meeting that you had with a
student that was not scheduled in the platform.
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Parts of an Appointment Summary

APPOINTMENT REPORT FOR STUDENT NAME

Appointment Details Summary Details For Student Name Summary Details — This section and the
S5H Academic Success Appaintment Assignments Discussed | yes/no questions are not required to be
11/04/202A10-2Nam - 171 -Afam ET [

Appointment Details — This section will be | ‘ completed to save the summary. Follow
Care guidance for your department

=aELt L pre-populated for all scheduled —

appointments. | ‘ requirements.

For Ad hoc Appointment Summaries you s ready tobegin our session. ) Yes O No (O N/A
will need to complete this section prior to  dclass read lesson, had nates, e1c.)? O Yes O No OMN/A
saving the summary. If you have set your  of material not understood? D Yes O No O N/A
Default Care Unit and Location in your o instruction (s you suggested)? OYes () No (O N/A
User Settings, then they will be pre- ssignments? O Yes O No ON/A
populated. tanding of the material since our last session. i Yes ) No (O N/A
Appointment Summary Appointment Summary Text Box — This is the
ping to search all courses v ‘ Paragraph v B I & ! mostimportant section of the summary and
best practice is to always include a response
here.
P e You can write free text or copy and paste from a

template you use.

Date of visit
[11/04r2024 | I
Start and End Time — This is pre-populated but can be adjusted to
Meeting Start Time Meeting End Time . . .
0 30m w (11000 reflect the actual time duration you met with a student.

Attachments Attachments — Attachments can be added in addition to
Attendees = Attach File . .
Mo file chosen | LNE Written appointment summary above.

Alltimes listed are in Eastern Time (US & Canada).

Michael Brubaker
Administration, Advisor, Professor, Student,

¥ Study Hall Monitor, Tutor If you are uploading an attachment in place of a written

Attended summary, best practice is to note above that
“Appointment summary is included as an attachment.”
Student Name

- Advisor, Student
Attended
Checkin Checkout

e Checkin and Checkout — This section will be pre-populated for centers

that use a front desk/kiosk. This is not required to be updated to save
the appointment summary.

If an appointment summary is started from the Kiosk, it should be
completed at that time to correctly reflect the Checkout time.
Otherwise, this section should be updated to correctly reflect when the
student checked out.



Parts of an Appointment Summary

Summary Details For Pitt Student

Suggested Followup

Appointment Details — This section will be pre-populated for all scheduled appointments.

For Ad hoc Appointment Summaries you will need to complete this section prior to saving the
summary. If you have set your Default Care Unit and Location in your User Settings, then they
will be pre-populated.

Summary Details — This section and the yes/no questions are not required to be completed to
save the summary. Follow guidance from your department requirements.

Appointment Summary Text Box — This is the most important section of the summary and
best practice is to always include a response here.

You can write free text or copy and paste from a template you use.

Start and End Time - This is pre-populated but can be adjusted to reflect the actual time
duration you met with a student.

Attachments — Attachments can be added in addition to the written appointment summary
above.

If you are uploading an attachment in place of a written summary, best practice is to note in the
text box that “Appointment summary is included as an attachment.”

Checkin and Checkout - This section will be pre-populated for centers that use a front
desk/kiosk. This is not required to be updated to save the appointment summary.



If an appointment summary is started from the Kiosk, it should be completed at that time to
correctly reflect the Checkout time. Otherwise, this section should be updated to correctly reflect
when the student checked out.



Completing an Appointment Summary from the Appointments

Tab
(for an Appointment that was Scheduled in Pathways)

Select the Appointments Tab from your Staff Home page.

| Staff Home pathwa,s

= Students Appointments My Availability Appointment Queues Appointment Requests Actions

Scroll down to the Recent Appointments section. Select the checkbox beside the student
appointment you would like to create the summary for. Using the Actions drop down button,
select Add Appointment Summary.

[ZIShow Cancelled
Actions a -
Add Appointment Summary A EEZEET A EEGET Upcoming Appointments
B ] SERVICE COURSE COMMENT ATTENDEE Y ¥ DETAILS
Mark No-Show FILED? QUESTIONS
You have no upcoming appointments.
ﬁ Issue Referral S Aeaulle ) Report .
laz] i Success N/A Student, Pitt ﬁ Details N/A
a etails
(30m) Appointment =
E 11/03/2025 SSH Academic
1/1  6:00pm-6:30pmET  Success N/A Student, Pitt Not Yet Details N/A
(30m) Appointment

Complete the Appointment Summary following your department guidelines. See the Parts of an
Appointment Summary section for more details.




Completing an Appointment Summary from Front Desk Check In
(for Drop in Appointments and Locations that Use a Kiosk or Virtual Check

In)

When your student checks in for their appointment, you will be notified at the top of your
screen. Click this notification to see the student who has checked in and to start the

appointment.

@ Navigate360 | STUDENT SUCCESS @ = ’/3

v ® T ®

o  Staff Home ~

ﬁ Appointment Queue

8 Ppitt Studentl

pathways

p
(9 (Current wait: 1 min) o Start Appt

= Students Appointments My Availability Appointment Queues Appointment Requests Actions
£ A o Cosrplmoms

You will receive a notification at the bottom of the screen that the student has left the waitlist,
and the associated Appointment Summary popup will be available to complete the

appointment summary.

The student will be checked when you complete and save the report.

Visit Details

Care unit

Location

| Student Success Hub

Semvice

Acenec CoacHNG (VIATUAL) =

course

Start typing to search all courses w |

q Type
| Select Mesting Type % |

Date of visit
/09,2026

Meeting Start Time
1:46prm to

Meeting End Time

All times listed ere in Esstern Time (U5 & Canads).

Attendees

Summary Details For Pitt Student]

Aszsignments Discussed Objectives of the Session

Study Skilla Uzed Goala for Mext Sezgion

Student armived on ti d 1o begi on.
arrived on time and waa ready to begin our aegaion. iYes CNa CNIA

Student d {attended cls i I hed notes, ete.)?
we prepared i aeg, read lessan, had notes, ote)? e CNvA

Student asked for explanation of material not underatood? Cies CNo CNFA

Stugent responded positively to i

i 7
N (=3 you suggeated)? (C¥ea CNo CIN/A

Student wae aware of future assignments? ¥ea Mo CNiA

Student shows & better understanding of the meterial gince our leat N N B
session. (Ci¥es (COMNo (CNA

Appointment Summary

Paragraph ~ B I & 2~ 2~ =~ 4 o

Attachments

(& Attach File

| Browse... | Mofile selectad. N -

- 2 Pitt Student1 left waiting list B
Remnoved by Pitt Advisor

ﬂ An appointment will be crested efter you supmit this :port. |

If you need to edit the Checkout Time, select the green Report Details link to Edit the report.



= a 4 REPORT & PRE APPT
O DATE SERVICE COURSE COMMENT ATTENDEE DETAILS
FILED? QUESTIONS

-
IEI 12/02/2025 )

1100am-1130am oo Academie
@ 0o ET. ' Success N/A Details N/A

(30m) Appointment

Checkin Checkout

](0

Suggested Followup

This will be saved on the report as a suggestion. No
appointment will be created.

Date Time

Edit Report Cancel

Complete the Appointment Summary following your department guidelines. See the Parts of an
Appointment Summary section for more details.



Creating an Ad hoc Appointment Summary
(For a Student Meeting Not Scheduled in Pathways)

When an Ad hoc Summary is created, an associated Appointment is also created and added to
both you and your student’s schedule. The student does not receive any notification about this
appointment or that a summary was created, but they will be able to see the appointment on their
calendar if they look.

FROM THE STUDENT'S PAGE
From the student’s page, select the Report on Appointment link from the Options container.

= Overview Success Progress History Courses Checklist Calendar Study Hall Appointments Cor ~ Options
@ | want to
Overview
Message Student
~ Student Summary Add a Note on this Student
Course Grade Repeated Withdrawn Missed Cumulative Add a To-Do to this Student
D/F Courses Courses Success Markers GPA
Report on Appointment
o @ N> 0 0 2.404 -
- Create Request for Appointment
& ot Srerits Sjedh compk onge Schedule an Appointment
— 30.00 7% Add to Student List
Issue a Referral
>

FROM YOUR ASSIGNED STUDENT LIST, OR AN ADVANCED SEARCH OR
REPORT

Select the student you would like to create an appointment summary for and using the Actions
drop down menu, select the Create Ad hoc Appointment Summary option.

Search Modify Search
=
Actions &
P Send a Message to Student
= 4 EARNED CREDITS & ACTIONS
Create Ad hoc Appointment Summary
) 30
Create an Appointment Campaign
Schedule Appointment 4
Note 96
» Issue Referral 76
@ Add to Student List 64
Add To-Do 76
= Show/Hide Columns 97
@ Export Results 56 o
4 >
21 total results




Report Results
= P
- l Search in Results l E
=]
.
- () = swerhue ¢ Sruet ls Acve S Date Suswime S Tive Swaure S Cousse Nawe
® () = student,pitt (=) 01/28/2025 0132PM ET SENSATION AND PERCEPT
() = studenti2 Pit (B 02/05/2025 0822 PM ET GENERAL CHEMISTRY 2
O = a] 01/29/2025 0922 PM ET ORGANIC LABORATORY
@\ Send a Message to Student I
(J = create Ad hoc Appointment Summary 01/29/2025 09:31 PM ET PHARM & THERAPEUTICS -
= Create an Appointment Campaign
O = 01/20/2005 0931 PM ET PHARM & THERAPEUTICS
chediile Apngintment b
@ () = studenti4pi =) 02/05/2025 0821 PM ET NUR MGT ACUT/CHRNC H
-
B Y Xo) ‘\—310f3‘\ K <n> >

Because ad hoc appointment summaries also create an associated appointment, be sure to
adjust the Date, Start Time and End Time to accurately reflect the approximate details of the
meeting.

Mesting Typs Test
[e=p)
T v
‘ Select Meeting Type i
Date of visit
117182025 Attachments
@ Attach File
Meeting Start Time Meeting End Time No file chosen
4.00pm 10 | 4:30pm
Privacy
Al imes listed are in Eastern Time (US & Canada) This report is hidden from student view:
Attendees Report Information
Pim Advisor Created By Pitt Advisor on 12/05/2025 4.18pm ET
l Advisor
Attended
Pitt Student-
I Undeclared, Undeclared
Attended
Checkin Checkout

to

Complete the Appointment Summary following your department guidelines. See the Parts of an
Appointment Summary section for more details.
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