How to Reschedule/Cancel Your Advising Appointment

Step1l: Sign-in to Cardinal Apps
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et MNote: Please contact the Helpdesk at

210-829-2721, 1-B6E-614-5045 (Toll
Free) or helpdesk@uiwtx. edu for
assistance if you: 1.) do not know your
+++++++++ username and password or 2.} have any
issues logging in.

Step 2: Click on the EAB Navigate icon

@ EAB

Step 3: From the EAB Homepage, click on the “Upcoming Appointments” box.

Upcoming Appointments

Changing of Major/Minor
With advisor
03/31/2021 10:30am CT
URL

https://uiw.zoom.us/my/uiw.
Online Check-in is Not Available

Step 4: When the “Manage Appointment” window appears, you can click “Edit” or “Cancel
My Appointment”.

MANAGE APPOINTMENT

Changing of Major/Minor

All Attendees
Appointment Details

Wed Mar 31, 2631

URL
httpsy//uiw.zoom, us/my/ uiw.




Step 5: To RESCHEDULE your appointment, click “edit”. (The window below will apprear.)
Use the calendar on the left-hand side to select the day you prefer or select a time/day
from a green, open time-slot in the weekly calendar.
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Step 6: Scroll and Click, “Save Appointment”. Your Appointment is now reschedulled and
you will receive an email notification.

Save Appointment

The instructions below will help you cancel your advising appointment, if necessary.




To CANCEL Your Appointment: Click “Cancel” from the “Manage Appointment” window on

Step 4.

MANAGE APPOINTMENT

Changing of Major/Minor

All Attendess

Appointment Details

Wed Mar 31, 2031

URL
https//fuiw zoom. us/my/uiw.

A new window will open.

AEALEendent

Cancel My Attendance

Reason:

Comments

Select a reason for cancelling from the drop-down menu, then click “mark as cancelled”.

MANAGE APPOINTMENT

Changing of Major/Minor
ANl Artendess

s new

M

Cancel My Attendance

MNeed 1o Reschedule

No Longer Need Appointment

Other

o




Once you have successfully cancelled your appointment, you will see a confirmation dialog
box. Both you and your Advisor will receive a cancellation email.

messige

mark smending

Appointment Cancelled

[reschedule with Organizer and attendess)
[reschadule with only attendess]

Cancefled this Appointment due to Mo
Longer Need Appointment

Cancefled Mar 23 2021 at 2:05pm CT

Appointment Details

When wed Mar 31,2021 Care Unit
10:30am - 11:15am CT Advising
wh =l Comments
i b Mang

Service Type

Changing of One Time Appoinimsent

MajorMinor Jl

Course MiA Canceled Appointment

o '

hitpsyfuiw.zoom.us/my/uiw.
Cancelling Changing of Major/Minar for
Myself

UAC Contact Information: advising@uiwtx.edu; (210) 805-5814; https://my.uiw.edu/advising/
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