Appointment Summary Report

Do you want to know if your students are visiting the Academic Center for Excellence for

tutoring? If yes, you can run the following Appointment Summary Report for your courses

you are teaching.
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Select the following from the drop-down list:

Step 1: Field: select Care Unit, Condition: select Contains any, Value: select General
Subject Support Services, Math Support Services, or Writing Support Services. You

may select all three.
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Step 2: Field: select Reported End Date, Condition: select Date Range, Start Date: Enter a
Start Date, End Date: Enter an End Date.
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Step 3: Field: select Reported Course, Condition: select Contains any, Value: Select Your
Course(s).
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Step 4: Field: select Enrolled With Professor, In term: select Your Desired Term,
Condition: select Contains any, Value: Select Your Name.
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Please Note: For privacy reasons, we did not include Step 4 in the Appointment Summary

Report. You will want to add this step before you run your report. You may add this step by
selecting the + Add Filter button.
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Step 5: If you wish, select any of the following options:

e Include Inactive Users.

e Include My Students Only.

e Include Cancelled Appointments.
e Include No shows.

Step 6: Select the Run Report button.
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Run Report

Please Note: You can save this report by selecting the Save As icon located on the right-
hand side of your screen. Then following the prompts to save the report.
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Please Note: You can access your saved reports by selecting the Reporting icon and
selecting the My Saved Reports tab.
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