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Workflow

1. Students can book different appointment types through a secure online module
2. Students can book appointments with any Counselor/Advisor that is available

3. They can also leave a note to the counsellor regarding the appointment

4. Staff is notified through an email as soon as the student books and appointment

5. Staff can manage their own availability
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3 _Main menu =

Schedule an appointment Calendar Submit a comment Help

Book an appointment
Welcome to the appointment booking website. You can use this website to:

« Book a appointment
* Check your upcoming scheduled appointments

Please click the Schedule an appointment link in the menu in order to get started. You will be asked to login using your school login
account once you are ready to book your appointment.

ClockWaork Online Student Access

1.Log In

Students can schedule an appointment with the staff by logging in using school login
credentials.

Submtacomment  Help

Please log in

User name:
Password:

Login |
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2. Select the appointment type

Students can select the appointment type from the drop down menu.
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Schedule an appointment Calendar Submit a comment Help

Availability types: Counselling - Go fo list view

g
TUTORMATHSCIENCE

‘_i_"_i_‘ today ~ |_Tutoring essa v I
Counsellor 1 Counsellor 2 Counsellor 3 Counsellor 4 New calendar
gam
gar
10T
113m
12°F
Tom
26T
3pm
4pm
Som
5om
7pm
< Show 24 hours...

ClockWork Training Guide & Manual

Page 4 of 9



2. Select the date

Students have an option to select the date they want to book an appointment for.

Availability types: Counseliing

Go to list view

Counselling availability 1-30 PM
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Counsellor 3

Counselling availability 230 AMm

Counselling availability 12-00 PM

Counselling availability 1-00 PM

Counselling availability 2-00 PM

Counselling availability 3:00 PM

Counselling availability 400 PM

Counsellor 4

New calendar

+ Show 24 hours...
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3. Select the counsellor and availability

Students can see the list of counsellors available at different times. They can choose the
counsellor and the available slot.
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Go to list view

Availability types: Counselling

| CO0) today ~ Wednesday April 16, 2014
Counsellor 1 Counsellor 2 Counsellor 3 Counsellor 4 New calendar

Counselling availability 100 PM

Counselling availability 130 PM |

‘ Counselling availability 3.00 PM
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4. Select the slot and book

Student can fill out a form online to leave a note to the counsellor about the appointment
and confirm the booking.

Once the booking is confirmed the student and counsellor receive an automated email.
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3 Main menu & 99000255 . log out

Please confirm your booking:

Appointment details

Counselling availability

Wed April 16, 2014 12:00 PM (1 hour)
Counsellor 3

Booking Information
Discussion items

[Clweather

[CIBereavement
[“1Academic Problems

[T Coping with Stress
[IFinancial

[CIHealth

[TlInterpersonal

[CILegal

[[1Residence Issues
[TIRelationships

[ Substance Abuse / Addictions
[CViolence / Assault / Abuse

Other personal

Confirm this booking l l Cancel l

ClockWork Online Student Access
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List view for accessible users

For users who use screen readers the list view of the appointment booking module makes

it accessible

“, Main menu

Schedule an appointment Calendar Submit a comment Help

% & 99000255 . log out

Appointment types: Counselling - Go to calendar view

< | Wed Apr16, 2014 mE refresh

Title Date Time With who Action

Counselling availability Wed Apr16, 2014 1:30 PM to 2:30 PM Counsellor1 Schedule this time slot

Counselling availability Wed Apr 16, 2014 8:30 AM to 9:30 AM Counsellor 3 Schedule this time slot

Counselling availability Wed Apr16, 2014 12:00 PM to 1:00 PM Counsellor 3 Schedule this time slot

Counselling availability Wed Apr16, 2014 1:00 PM to 2:00 PM Counsellor 3 Schedule this time slot

Counselling availability Wed Apr 16, 2014 2:00 PM to 3:00 PM Counsellor 3 Schedule this time slot

Counselling availability Wed Apr16, 2014 3:00 PM to 4:00 PM Counsellor 3 Schedule this time slot

Counselling availability Wed Apr 16, 2014 4:00 PM to 5:00 PM Counsellor 3 Schedule this time slot

ClockWork Online Student Access
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Staff can manage availability

Staff can manage their online availability from clockwork

Students can only see the time the staff makes available for online appointment booking.

lanager Disability
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