Gull Net Online Appointment System 
General Instructions 
Beginning Fall 2010, all faculty members will have an option to utilize an online appointment system in Gull Net. The system allows faculty to establish available appointment offerings to their students and advisees to view and select from within Gull Net. The appointment system does not interface with Outlook and must be managed by the faculty member within Gull Net. After creating available appointments in Gull Net, students can view a faculty member’s appointment schedule/availability for up to three weeks in advance. Students can then select to schedule an appointment with a faculty member that has appointment availability. 
· Log onto Gull Net 

· Click SU Custom 

· Click Campus Community 

· Click Appointment System 

· Click Appointments/Faculty Staff 

· Select Department Calendar – Academic Advising (magnifying glass)
· Click on the Unavailable Days Tab 

· Do this only if you wish to block DAYS that you are NOT available to meet. This will later make it easier when you are scheduling the appointment times you are available. This feature can only block DAYS, not block certain hours. 

· Click on the Staff/Appt Reason Tab
· Appointment Reasons Include – Academic Advising, Questions About – Change of Major/Minor, Current Class, Graduation, Probation Contract, Professional Program Admission, Other/Miscellaneous 
· Uncheck all of the appointment reasons that you do NOT want students to be able to view/select from when making appointments with you. (Example: Most faculty advisors will not want students to be able to select Probation Contract or Professional Admission Questions as possible appointment reasons.)
· For Program Planning, if you ONLY want YOUR assigned advisees to be able to sign up for an appointment with you, then uncheck all appointment reasons other than Academic Advising. 

· Click back to Create Available Appts. Tab
· Creating Appointments 

· Date Range – Select a Start/End Date

· Interval Range – 15 or 20 minutes – This is not the length of the appointment! This is the frequency at which you want to be able to schedule appointments within your calendar.  Example: 15 minute intervals will allow you to select appointments for 15, 30, 45, etc. minutes in duration whereas 20 minute intervals will allow you to select appointments for 20, 40, 60 minutes in duration.

· Time Range – Select a Start/End Time 

· Duration of Appt – Select the length/duration desired for appointments – 30 minutes recommended for Program Planning advising appointments! 
· Enter Appointment Location – Type in your office location 

· Select Days of the Week – Typically Monday-Friday – You need to ensure that the days of the week selected match the days of the dates that you have entered for available appointments (ex: If Sept 13th is a Monday, you need to select Monday, not Friday) 
· Click Create Available Appointments – Once your appointments are created, a pop-up box will display providing you with a total number of appointments you have created. 
· Viewing Created Appointments

· Click on the Available Tab to view the appointments that you created. 

· Click View All to view ALL created appointments for the upcoming 30 days. You can only view 30 days of created appointments in advance. Since your schedule and availability is likely to change, it is also recommended that you only create appointments for 2-3 weeks in advance. 
· If you wish to cancel an unscheduled appointment that you have created, you can cancel it by clicking Cancel next to the appointment you desire to cancel. 

· Scheduled Appointments – Emails for Faculty 
· Once a student schedules an appointment with you, you will receive a confirmation email regarding the scheduled appointment. 
· The email includes information about the student requesting to meet with you, such as their appointment reason, current School and declared major. 
· This email can generally be ignored. However, the information included in the confirmation email might prompt you to want to communicate with the student in advance of the scheduled appointment, or help clarify as to why the student is requesting an appointment. 
· The morning of your appointments, you will receive an email summarizing all of your scheduled appointments for the day.  

· Scheduled Appointments – Emails for Students

· Once a student schedules an appointment with you, they will receive a confirmation email of the scheduled appointment details such as date and time. 
· The student will also be sent a reminder email the day before their scheduled appointment. 
· Other Features – Schedule Tab 
· The Schedule Tab allows a faculty member to schedule an appointment for a specific student. For example, if a student calls or walk-ins and you want to schedule for them rather than directing them to Gull Net, you would schedule the appointment utilizing this method. 
· Additionally, the Schedule Tab allows for a faculty member to double-book themselves within a single appointment slot. For example, you might desire to create two appointments at the same time to discuss an assignment with two students who are partnering on a presentation together. 
· If/when you schedule an appointment via the Scheduled Appointment option it will automatically delete that time slot from your remaining appointment availability.  
· Other Features 

· Existing Tab – summarizes all of your upcoming, scheduled appointments.
· Additional Info Button – displayed next to student’s name on the Existing Appointments Tab. By clicking this button, you can view a quick summary of the student’s ID, level, major, contact information and more. 
· Cancel Button – to cancel a scheduled appointment, click the Cancel button. You will be given the option as to whether or not you would like to re-open the date/time appointment slot. A cancellation email will be sent to the involved student. 
· History Tab – summarizes all of your past appointment history.
Communication to Advisees for Program Planning

If you are planning to use the online appointment system as the method for advisees to schedule an advising appointment with you during Program Planning, you will need to ensure that this new method is communicated to them. Many upperclassman advisees are accustomed to signing up for an appointment on your door. Below are some instructions as to how to easily notify all of your advisees about how to schedule an appointment with you for Program Planning. (Ensure that you have first created available appointments within Gull Net before sending them these instructions.) 
· Notification to Advisees

· Once you have created your appointments and are ready for advisee sign-ups, click on Gull Net Self Service 
· Click on Advisor Center 
· Click on My Advisees 
· Click on Notify All Advisees email button 
· Email your advisees with similar text below. 
· Email Tip: Emailing through the Notify all Advisees feature does not allow you to send attachments. If you desire to send an attachment, still click on Notify All Advisees and then simply copy/paste all of the email addresses from the Bcc field into an Outlook Bcc field and send the email through Outlook with desired attachments.  
· Possible Text to Advisee 

· Tip: Please post these or general instructions on/near your office door in case advisees have not checked email and are searching for the old sign-up method. 
Advisee – Advising sign-ups are March 7-11. To sign up for an advising appointment with me, please log into Gull Net and follow the instructions below.  
· Click ON CAMPUS APPOINTMENT link

· Select Department Calendar – Academic Advising (magnifying glass)

· Select Appointment Reason – Academic Advising (magnifying glass) 

· Select Faculty/Staff Name – Select My Name (magnifying glass)

· You will then see a list of available appointments. Click View All to see all available appointments. 

· Find the appointment time you desire and click the Schedule button. 
· A pop-up box will appear stating that a Confirmation Email has been sent to you.
· Review your email for appointment details, such as date and time.  
Please come prepared to your advising appointment with….. (fill in your own instructions) I look forward to seeing you soon!  

