How to schedule an
appointment with the
Career Development
Center

Via Handshake

Career Development Center




Step 1 & 2

» Click Career Center on the left
navigation menu.

» Click on Appointments from your
Career Center's page, located
below the school name.

What can we help you find?

Appointments >

Schedule time to meet with
experts and build your career

School of Life

Resources >

Read curated content from your
career center

l'ools for finding fulhlling

and satisfying work

Experiences >

Track your internship or co-op
experiences

First Destination >

Let us know what you'll be doing
after graduation




Step 3

» On the following page, past and
upcoming appointments you've Appointments
scheduled are listed.
» To request a new appointment, Upcoming Appointments
click the Schedule a New
Appointment button in the upper-
left of the page. P:Zt.nﬁzlpomtmems

Appointment with Tawnya Reynolds Remote Appointment Wednesday, March 1st 2023 at 7:00 am CST Requested

No Appointments

Appointment with Tawnya Reynolds Junior Checkin (1) Thursday, December 1st 2022 at 3:30 pm CST Started

Appointment with Tawnya Reynolds Junior Checkin (1) Thursday, December 1st 2022 at 3:30 pm CST Completed




Step 4

» Click on the desired category, then
click on the desired type of

appointment. A list of available P
app O]ntm ent d at es W]ll app ear b ase d Sophomores Career Planning - Quick Tawnya Reynolds Ea" J
on the category and type selected. ¢ Weorsmamamn | 5 e

» From this page, you can use the i e o, |
Category, Type, Staff Member, and
Appointment Medium menus to
change selections and choose from P SR, rw—rys—

available appointment options.

» Click on the date to display the
available times, then click on a time
that works for you from the list that
appears under the date.

Tawnya Reynolds - Jul 21 - Career Planning - Quick 8:30 am EDT - 9:30 am EDT




Step 5

» Select your desired Appointment
medium from the dropdown menu,
then enter details about the
appointment in the "What can we Caer P -k 530 am E07, 2120
help you with?" section.

€ Back | You have selected a slot. If you would like to search for a different slot you may do so here.

> When yOulre ready, Cl,ick the Appointment Request Details
green Request button -in the lower- Fields marked with an asterisk *** are required.
right corner of the screen.

* Appointment medium Virtual on Handshake

*What can we help you
with?




Step 6

> You'll be ta ken to the appO'i ntment +/ Appointment was successfully requested.
overview page, where you can add .
comments before the T ey carer plane.

TTTTTTT

appointment, or cancel the
appointment by clicking the red
button Cancel.

TvRE Add a Comment...
Career Planning - Quick

WHEN
Wednesday, July 21st 2021 at 8:30

» Make sure to check your

MMMMMM

n Oti fi C a ti O n S fo r u pd a tes O n t h e e CREATE You requested an appointment with Tawnya Reynolds
Status Of you r' appo‘i ntment ! Surveys Anissa Torres - Friday, July 16th 2021 7:37 pm

Student pre-appointment survey:




Using the Mobile App

Tap Account in the lower-right corner of the screen.
Tap Career Center.

»  Tap on Appointments from your Career Center's page,
located below the school name.

Tap the blue button Schedule A New Appointment.

» Tap on the desired category, then tap on the desired type
of appointment. A list of available appointment dates will
be listed based on the category and type selected.

»  You can use the Category, Type, Staff Member, and
Appointment Medium menus to change selections and
choose from available appointment options.

»  Tap the arrows to the left and right of the Week of [Day,
Date] dropdown to locate your preferred week, then
scroll down to locate the appointment times for the
selected date.

» Tap on a time that works for you from the list that
appears under the date.

»  Select your desired Appointment medium from the
dropdown menu, then enter details about the
appointment in the "What can we help you with?" section.

»  When you're ready, click the green Request button in the
lower-right corner of the screen.

»  You'll be taken to the overview of the appointment where
you can cancel the appointment or add comments before
the appointment.

Career Center

Saved jobs

Job applications >

Interviews >
Edit my job preferences b
Scan QR code for event check-in >
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HOME EVENTS JOBS INBOX ACCOUNT

P



Stop in during drop-in
hours for any questions
or issues!




