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How to Schedule/Cancel an Appointment in Student Hub

Part I: Scheduling a Meeting with your Success Team
Part Il: Scheduling a Meeting with Another Office
Part lll: How to Cancel an Appointment

Part I: Schedule a Meeting with your Success Team

Your Success Team are people in offices/units that you are directly linked to through the
UNM system. This can include your declared major, minor, second major, resource centet,
etc. If you work with an office but do not see them listed here, we have instructions on how
to schedule a meeting with them in the next section of this document titled Schedule with
Another Office.

Step 1: From your home dashboard, on the button marked Access Advisement click
Schedule Appomtment

Step 2: In the section, Schedule Appointment with your Success Team, click Schedule
Appomtment )

2. Schedule Appointment with your Success Team(s) = My Scheduled Appointm

My Appointments

&% Additional Support

No upcoming

Step 3: In the pop-up window, you will select which Success Team you want to meet with:




Step 4: Select the advisor, if there is more than one you can either select a specific person
or select “Show me all available time slots”:

Schedule A|

To check availability, select the success team, advisor, and then|

*Success Team

[ Undergrad Film & Digital Arts v ]

* Advisor

Select v

| Show me all available time siots |

Zunyi Miller

Beth Elkin

Bailey Hunt

Brandon Chavarria-Salazar

Erick Beltran Chavarria

Step 5: Select the Topic or Subtopic that best relates to what you want to talk about.

Schedule Appq

To check availability, select the success team, advisor, and then the

* Success Team
‘ Undergrad Film & Digital Arts v }
* Adwisor

[ Show me all available time slots v 1
*Topic or Sublopic

[ Select - ]

I Undergrad Film & Digital Arts I

Undergrad Interdisciplinary Arts
Undergrad Art Studio/Art Education/Ar History
Ungergrad Music & Music Equcation
Unaergrad Theatre & Dance

Undergrad Arts |eadership & Business Minor [S—

[¢]

Step 6: We do not recommend that you select specific date ranges as it limits options.
Leave the dates blank to see first available. Click “Next” and then seek out the ideal days
and times for your schedule.

Schedule Appointment

To check availability, select the success team, advisor, and then the topic or subtopic.

* Success Team

[ Undergrad Film & Digital Arts v ] ) .
266 Time Slots Available

* Advisor Earliest on 02/16/2026
[ Show me all available time slots v ]

Engagement Channels
“Topic or Subtopic
[ Undergrad Film & Digital Arts v ]
Start Date End Date
[ Select a date. @ ] [ Selecta date. .. @ ]

Check Availability




Step 7: Select Time Slot
Options to use in your search include:
e Select an Engagement Channel

©)

All - will show you all appointments
(recommended)

Virtual-Video - will only show you video
appointments

In Person — will only show you in person
appointments

Se|
*Select an Engagement Channel Select a Daf
All v [ Feb 16,
Vv Al
to Mar 14, 2|
— Virtual-Video
In Person
W Tue Wed
16 17 18
*RQalart a tima elnt

e Navigation arrows — use to see additional dates

@)

e Look at earliest options as they appear first on your page. You can use navigation

l Al VJ { Feb 16, 2026 F=] J

(® Showing availability from Feb 16, 2026 to Mar 14, 2026. You can view availability for the next 30 days.

February

Mon Tue Wed Thu Fri Sat
16 17 18 19 20 21

Sun

22 ‘>>

*8elect a time slot

Zunyi Miller

o

cfaundergrad v 2 Available Time Slots

-
Sort By: Most Availability

arrows to show further in the day as well as scroll down.

(1) Showing availability from Feb 16, 2026 to Mar 14, 2026. You can wiew availability for the next 30 days.

February
Mon Tue Wed Tha Fri Sat Sun
16 7 18 19 20 21 2 >
* Select a time slot Sort By Most Availability
Zunyi Miller

claundergrad

(e Avalable Time Slots

s | [ 9.00AM

R

Brandon Chavarria
ctaundergrad

e

I®1 Available Time Slots

830 AM

Back o——O0

Once you have made your selection, click Next.

Select Time Slot

* Select an Engagement Channel

Select a Date

All

(@ Showing availability from Feb 16, 2026 to Mar 14, 2026. You can view availability for the next 30 days.

v ‘ | Mar 9, 2026 ™

March
Mon Tue Wed Thu Fri Sat Sun
< 8 10 1 12 13 14 15 >
*Select a time slot Sort By Most Availability
Zunyi Miller

claundergrad

~ 3 Available Time Slots

e

*Select an EngagementCha

930 AM

Virual

B T R E——

Back -]

[




Step 8: Confirm Appointment
Verify all the details match with what you wanted, put a detailed reason on why you wanted
to meet and click Confirm.

Confirm Appointment

Appointment Details

Undergrad Film & Digital Arts
Monday, March 9, 2026 at 09:00 AM

Advisor: Zunyi Miller

Engagement Channel. In Person

Start Time: 09:00 AMMDT

End Time: 09:30 AM MDT

Location: Center for the Arts, Room 1100,

* Reasan for Appointment

I want to discuss my graduation timeline and classes for next semesler. Also if there are any campus
resources to help. |

[z

On your Home Page, you should see a confirmation of your appointment appear on the
lower right-hand side of the screen with details. If you do not see it, please hit refresh.

S Guick Links

CE

&% What would you like to do today?
r, Degres Pians

Acersa o Roqueat W
L @ e rorire

8] S

"
e m m

e —— Fie R ——

Upeotod ot oow [
) Zunyi Mitler 8
Open Files Undergrad Film & Digital Arts {Asbuguergue
Campus]

2 My Details

Part Il: Schedule a Meeting with Another Office

If you work with an office but are not currently connected to them in Student Hub, use
these instructions on how to schedule a meeting at another office. This is ideal for major
changes, minorinquiries, connecting with a resource center, etc.

Step 1: From your home dashboard, on the button marked Access Advisement click
Schedule Appomtment
AP O

Accors Adviramart G Peaiep 4. My Success Team e

o

2 My Scheduled Appointments

[ Appotmants & Nows oy Wi -

= My Dotails




Step 2: In the button marked Schedule with Another Office, click Get Connected.

Home Appointments & Notes Files Success Team Holds Request Help Quick Lin|

2% Schedule Appointment with your Success Team(s)

[ My Appointments Schedule Appointment \
=% Additional Support
) Workshops Drop-ins 9 Schedule with Another
Join a group session for Quick help during posted hours. Office
common topics and guided First-come, first-served Connect with advisors outside
support. your Success Team
Register ‘ ‘ View Hours ‘ | Get Connected
Group format No appointment More options

Not sure which option is best? Learn more about advising support

Step 3: Pick your path
You can select one of two options:

e By Major-thisisto connectto an academic area such as a major, minotr, certificate,
etc.

e By UNM Resource Center —this is to connect to an office that supports all students
either by community building, navigating processes on campus, connecting you to
support systems, etc.

Once you make your choice, click Next.

*How would you like to schedule this appointment?

() By Major

() By UNM Resource Center

Next

Major Path

Step 4: Reason for Appointment
In this flow, you are asked to list your appointment reason first. Again, it helps ensure a
successful appointment if you can be as detailed as possible.

Home Appointments & Notes Files Success Team Holds Request Help

v Reason For Appointment

*Please briefly describe the purpese of your appointment

[ | want to change my maijor from Psyhology to Film Production but have Psych as my minor. | ]

Step 5: Search Major

As UNM has so many academic areas, the scroll list is quite long so we encourage using
the search function for ease of use but if you cannot find it by typing in your words, you can
scroll through and read each topic’s description as it might be listed there.



We also encourage that if two similar topics appear, read them carefully to ensure you
make the right choice as there might be two different advisors for either one. In this
example, while both are Psychology, one is entirely online and one is the on-campus
Psychology degree. As we want the on-campus degree path, we made our selection and
then clicked Next:

~ Reason For Appointment

* Please briefly describe the purpose of your appointment

Iwant to change my major from Film to Psyhology but have film as my minor

v Select Major

Search major

sy

15) a Unoergra Psychology (Onng) (AIDUGUERGUE
Campus)

Meet with an undergraduate advrsor for |

Psychology. Meet 1o discuss the Accelerated Onine Program
for Psychalogy that i designed for students.
wanting an entirely onine, accelerated pace
undergraduate degree.

Step 6: Select Appointment Modality
This will filter your options based on your preferred choice. You can also click Previous if
you Want to see if earller or more optlons appear. Make your choice and click Next.

Select Appointment Modality

& L

In Person Virtual-Video

[reve | (D

Step 7: Who do you want to meet?

Depending on the topic, there might be one person or multiple people. While you cannot hit
select all, you can pick the person or you can see who has the earliest availability. Make
your ch0|ce and cllck Next

Who do you want to meet?

Dylan Velez
e

Acadsmic Advisor St

Next Avolabiey W 3, 2125 <t

Or,uwmm

e s
ﬁ Madison Casteilano-Donovan

Acadsmic Aisce St

‘ Dayana Calle
e

Profassional Inlem

Neaxt Availabity : Feb 16, 2026 ‘——




Step 8: Select Appointment Time
If it looks like nothing is there, click the navigation arrows or calendar to jump ahead.

()

Select Appointment Tim

February 8, 2026 - February 12, 2026 . = | Today

Time Zone:America/Denver

SUN8 MON 9 TUE 10 WED 11 THU 12

Plck the date and t|me that fits your schedule and hit next.

Appointments & Notes des Success To Request Halp

Select Appointment Time
March 1, 2026 - March 6, 2026 <[>]

Time Zone AmericaDenves

SUN1 MON2 TUE3 WED 4 THUS FRIG

Step 8: Review Appointment
Make sure all your details are correct and then hit Next.

Review Appointment
Undergrad Psychology (Albuguerque Campus)

~ Scheduled Time

FU42026, 1030 AM - V42026, 1100 AM

v Appointment Type
I Person
Drvang Divechon: UAEC Hidy #35, Sue 1385, Lef frard desk know you have an appoiniment wi me. Campus map. golo unm eccampusmap

First Name Emad
Lauie lloboA960unm.edu
Last Name

Labe

Diate af B

I Jan. 1, 1920

Step 9: Appointment Confirmation
F|nal check to ensure allis good and if so, click Done.

s ﬁ' 23

Y-

Success Team Request Help Quick Links v

Your appointment's all set!

Here are details of your appointment:
Date/Time: Wednesday, March 4, 11:30 AM - 12.00 PM
Appointment Host  Madison Castellano-Donovan

Appointment Type:  In Person




Resource Center Path

Step 4: Select an Office
There are robust details that may help your choice. Once you select an office, click Next

Select an Office

semen

African American Student Services

T AT AL SiCHs BEDOS AW 1BV S8 0 DOV R 08TV, COOR vt Recea,
welkss, and cemmundy buklig, whis promotig incus

American Indian Student Services

Step 5: Select Appointment Topic
Pick your most appropriate topic and write your appointment reason. Again, it helps ensure
a successful appomtment if you can be as detailed as pOSSIble.

Select Appointment Topic

‘What would you like to learn more about?

Dual Credit in High School (Albuquerque Campus) ‘1

Transfer/Branch Transition (Albuquerque Campus) ‘

* Reason For Appointment

| am a new transfer student studying Architecture and wanted to know more about your office. |

A

Step 6: Select Appointment Modality
This will filter your options based on your preferred choice. You can also click Previous if
you want to see if earller or more options appear. Make your choice and click Next.

Select Appointment Modality

& L

In Person Virtual-Video

‘ Previous




Step 7: Select Appointment Time
If it looks like nothing is there, click the navigation arrows or calendar to jump ahead.

D

Select Appointment Tim

February 8, 2026 - February 12, 2026 . & | Today

Time Zone:America/Denver

SUN 8 MON 9 TUE10 WED 11 THU 12

Pick h ae and time that fits your schedule and hit next.

Appoi Notes Files S am Holds Request Help More v

Select Appointment Time
26 - March 6, 2026 <[>

aDemver

[

SUN1 MON2 TUES WED 4 THUS FRI6

Step 8: Review Appointment
Make sure all your details are correct and then hit Next.

ik Links

Review Appointment

Undergrad Psychology (Albuguerque Campus)

~ Appointment Host

Madison Castesana-Dongean

v Scheduled Time

342026, 1030 AM - V472026, 1100 AW

v Appointment Type
In Persan
Drang Directon: LAEC Hidg #85, Sue 135 Let front dask know you have an appainiment wilh me. Campiss map: golo un educampusmag

rsonal Details

llobo1960unm.edu

Step 9: Appointment Confirmation
Final check to ensure all is good and if so, click Done.

Files. Success Team Holds Request Help Quick Links v

Your appointment's all set!
Here are details of your appointment:

Date/Time:  Thursday, February 26, 9:00 AM - 9:30 AM

Al it it Host:
ppoiniment Hos! Sarah E. Dominguez

Appoint it Type:
ppointment Type In Person

, University Advisement & Enrichment Center Suite 170




PART Illl: How to Cancel an Appointment

We understand that sometimes things come up and you cannot make it to an appointment.
We encourage you to cancel with as much notice as possible rather than not show up so
another student can claim that open spot.

Step 1: On your home page, on the lower right is where you can view your upcoming
appointment(s)
___________J

Lib How-To's 2. My Scheduled Appointments

35 on using Student

Upcoming  Waitist  Past

Updated 2 mins ago [

Sarah E. Dominguez (=
Dual Credit in High School (Albuquerque Campus)

3 Thursday, February 26, 2026 at 08.00 AM MST
& InPerson
University Advisement & Enrichment Center Sulie 170

ogramis) —
o Mo Madison Castellano-Donovan =
[2e - Majar Undergrad Psychology (Albugquerque Campus)

T3 Wednesday, March 04, 2026 at 10:30 AM MST
& InPerson
Universily Advisement & Enrichment Cenler (ASS)

Zunyi Miller [~
Undergrad Film & Digital Arts (Albuguerque
Campus)

£ Monday, March 0, 2026 at 09:00 AM MDT
£ InPerson
Cenfer for the Arts, Room 1100

Step 2: Click the caret (drop-down triangle) next to your appointment to access the button
to cancel your appointment.

2% My Scheduled Appointments

Upcoming  Waitlist ~ Past

Updated 3 mins ago

sarah E. Dominguez E]

Dual Credit in High School (A que C:
| Cancel Appointment |

o] Thursday, February 26, 2026 at 08:00 AM MST
J InPerson
University Advisement & Enrichment Center Suite 170

Madison Castellano-Donovan E]
Undergrad Psychology (Albuquerque Campus)

3 Wednesday, March 04, 2026 at 10:30 AM MST
X InPerson
University Advisement & Enrichment Center (A&S)

Zunyi Miller 53
Step 3: Cancel Appointment?
To ensure that appointments are not cancelled accidentally, we ask you to confirm you
want to cancel.

Cancel Appointment?

Canceling this appointment removes all attendees. Confirm cancellation?

Cancel Appointment




When you click Cancel Appointment a notification alert will appear at the top.

dent Hub ° The appointment was canceled. b S

1 the University of New Mexico. Here you can connect with people and resources that are

N

If you still see the appointment on your homepage, click the mini refreshicon and it should
disappear.

=~ My Scheduled Appointments = My Scheduled Appointments

Upcoming ~ Waitlist ~ Past
Upcoming  Waitlist ~ Past

Updated just now
Updated just now G /

Emily Ganderton (+]
Non-Degree (Albuquerque)

Tuesday, February 24, 2026 at 09:00 AM MST
B¢ Virtual-Video

No upcoming appointments

If you have any questions, please email shconnect@unm.edu.



mailto:shconnect@unm.edu

