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How to Start an Appointment Campaign

1. To start a Campaign, you will click the megaphone icon in your left hand tool bar.

2. Click “Appointment Campaign” on the left side of the Campaign screen.

Actions
| want to create a new...

Appointment Campaign

3. The “Define Campaign” screen will populate. You will fill in the boxes you see.

Define Campaign

The campaign name and dates will be visible on the Appaintment Campaigns Tab and the Student Prafile for users who have permissian to view it

Campaign Name:

Begin Date: End Dae:
021112022 02/25/2022

Care Uy Appoirtment Limic

Locatior Appointment Length:

Service: Slats Per Time:

L - ‘

(@ Allow scheduling over courses

a. To name your Campaign, use this format:
i. [Semester] [Population] [College] [Department]
ii. EX:Summer 2019 Gateway TAP
b. Appointment Limit: how many appointments you want the student to schedule
during the Campaign.



i. Recommended: 1 Appointment
ii. EX:If thereis a limit of 3, a student will keep getting remind to come in
until they complete 3 appointments.
4. The Appointment Type AND Dates must match your Campaign availability.
5. Next, you will add students.
a. Students can be added via a watch list by uploading a CSV from Excel.
b. Students can be added by using the advanced search using your choice of
parameters.

6. Next, you will add staff.
a. All staff involved in the Campaign will need to make Campaign availability to be
added.
b. Students will create appointments within the dates given. Students will be able
to schedule outside of the constraints established for your location.
*If your staff do not have the matching Appointment Type or Dates in their
Campaign Availability they will not populate.
7. Next, you will need to compose a message to send.
a. DO NOT REMOVE the “Schedule an Appointment” link, this will take them
directly into the Campaign to schedule.

Compose Your Message

{$student_first_name}, Schedule an Advising Texas A&M University appointment

B I == g/(’ Paragraph v Merge Tags v
Please schedule your Advising Texas A8M University appointment.
Hello {$student _first_name}:

Please schedule an appointment for OSS - General Advising at Office for Student Success - Hotard Hall. To do so, please click the following link, select a time that works with your schedule, and click Save. You will
receive an email confirming the appointment time and details.

{$schedule_link}

Thank you!

8. Confirm & Send the Campaign.



