HOW TO SCHEDULE, CANCEL, RESCHEDULE, AND FIND OUT YOUR APPOINTMENT

How to Schedule Your Appointment:

Step #1: Go to this link on the internet: msjc.edu/hub/

It will take you to the MSJC Student Support Hub.

Step #2: scroll down, and under Counseling services select EOPS/CARE & Foster Youth, find Schedule an
appointment then right next to it click on Cranium Café EOPS Group.



Step #3: Select the counselor you would like to meet with by clicking his/her Schedule Appointment calendar.

Step #4: an Informed Consent Statement will pop up, select Agree to continue the scheduling process.

1 INnformed Consent Statement |

ITNFORMED COIWNSEIWNT STATEMEINT To all IwWit. San Jacinto College students and =
potential students: Youwu DWITST carefully read the entire " Terms & Conditions™" and
Privacy Protection’ statements below BEFORE using the Online Counseling Services
at it San Jacinto College. Please select T A poree™ at the bottom of the page if wvou

wish to schedule an online appomtment. TERMS & CONDITIONS Information about
sou is confidential It is important that you supply the most current information about
srourself. yvour educarional history., plans and career goals so thartr online counselors mass

030

provide you with the most accurate information specific to your needs. Per the Famails
Rights and Privacy Sacts. T hereby grant permission for Wit San Jacinto College online Ic
counselors to release academaic information about myvself douring an Online Counseling

appointment and/or workshop or group session. wvia the ConexBEd MMecting Center.,
which I understand to be encryvpted and secured. = "When reguesting an Online
Counselinege Appointment and while asking the online counselor guestions. I must il

2=

auvuthentically represent myself 1n all aspects. = I am the student who will be attennding
the Online Counselineg A ppointment. and I will provide accurate personal information,
educarional historw,. and educartional goals. = T authorize the online counselor 1o prowide
me with information related to my academic records online through the use of the

= Online Counseling website and the ConexBEd nowered MZiestine Center. = T authorize the —

Step #5: you will be asked to login into your Canvas account, this login is the same as your MSJC student account.



Step #6: once you logged in, select Authorize.

Step #7: Under the field FILTERED BY MODERATOR, select your counselor and scroll down.

Step #8: under SELECT A REASON FOR MEETING, select what you need to meet with the counselor for. Then, under
SELECT A MEETING LOCATION, select either Video Meeting, or Phone Meeting (ignore campus location).



Step #9: under SELECT A MEETING DATE, select the date; under RECOMMENDED TIME SLOT, select the time.

Note: additional times are available under Show More for the counselor you already picked.

ALL TIME SLOTS

Monday, 04/27/2020

=2 11:15 AM to 11:30 AM

with Heather Jones

= 11:30 AM to 11:45 AM

[ =2 12:00 PM to 12:15 PM

with Heather |Jones

=2 11:45 AM to 12:00 PM

with Heather lones

= 12:15 PM to 12:30 PM

with Heather |Jones

=2» 3115 PM to 3:30 PM

with Heather lones

=» 3:00 PM to 3:15 PM

with Heather lones

=» 3:30 PM to 3:45 PM

with Heather lones

=2 4:00 PM to 4:15 PM

with Heather |lones

=» 3:45 PM to 4:00 PM

with Heather Jones

=2 4:15 PM to 4:30 PM

with Heather lones

[ - - -

with Heather |Jones

= 4:30 PM to 4:45 PM

with Heather |Jones

Also, you may scroll up to the top of the same page to select Next Week for more options.

Note: by clicking on the time, a confirmation page pop up, but the process to scheduling is still not complete.



Step #10: Fill out this form; if you want to send a document to this counselor, then click on Attach File to browse for

your document.

Next, select Schedule Appointment.

Step #11: this box will pop up, click OK.

Now you will be done with the scheduling of your appointment.

Note: you will receive an automatic confirmation email, remember to check your spam/junk email for the confirmation.

Heather Jones 1]
Heather Jones - Video Meeting - [Conex... 505 PM
WARNING This email was sent from an external sender an...

E calendar.ics

Heather Jones ]
Heather Jones - By Telephone - [ConexE... 313 PM
WARNING This email was sent from an external sender an...

E calendar.ics

If you click on the Calendar.ics box, you will see your Appointment Confirmation, as follow:



o To Find Out Whether You Have an Appointment:

If you want to find out whether you have an appointment or not, go to the (msjc.craniumcafe.com), select Cranium
Café, then My Café appointments, a page of Upcoming Meetings that include your appointments information will
pop up. Note: when you want to contact your counselor at your time appointment, select Allow.

msjc.craniumcafe.com wants to
& Use your microphane

WM Use your camera

Allow Block

e Canceling Your Appointment Process:




Step #1: in your email, select your automatic email you received from MSJC.

Step #2: scroll down, and select Click Here to Cancel this Meeting

Heather Jomnes - By Telephone - [ConexED]
Appointment Confirrmation

reminder clock con

Appommtrent Scheduled

Hello Zahra Adjurmaily,

wou just created a telephone Meaetimng with
and endimng at S200 P PEDT.

Student Services. EOPS/CARE & Foster ™

Location: By Telephomne
MMeaeting topic: Mecating with Zahra Adjunmai

Click Here to Reschedule this Meetimg

Click Here to Cancel this Meetimg

T hank wou for using ConexE D0

Step #3: a box will pop up asking for the reason, click Yes, then OK.

Step #4: you will receive an automatic cancelation email.

Heather Jones - Video Meeting - [ConexED] Appointment Declined

ﬁ calendar.ics
O77 bytes B~

e Rescheduling Your Appointment Process:




Step #1: in your email, select your automatic email you received form MSJC.

Step #2: scroll down, and select Click Here to Reschedule this Meeting

Step #3: this box will pop up, click OK.

msjc.craniumcafe.com says

Are you sure you want to reschedule this meeting? You will be

“ cancel

redirected to another webpage for this.

Step #4: it will take you back to the pages that you started in the first place for scheduling your appointment. Follow the
same steps, which they are (Step #4 through Step #11), in scheduling appointments.



