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Handshake: Appointment Management

Making Appointments

In Handshake, students can arrange to meet with
Career Services staff. Handshake makes it easy for
staff members to indicate availability, and for
students to sign up for an open appointment.

This job aid will walk you through the process of
using Handshake to manage your appointments. It
covers the following topics:

Overview of Appointments — Categories

and Types —
Identifying the Types of Appointments You Offer
Setting up an Appointment Block

Reviewing Upcoming Student Appointments

Adding an appointment with a known student
Launching an Appointment Kiosk

Starting the appointment and Adding Student Notes
Completing an Appointment and Post-Appointment Surveys
Frequently Asked Questions

Appointments Troubleshooting Guide
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Overview of Appointments — Categories and Types

To make appointments easier to manage, they are organized by “category” and “type.” When
students use Handshake to request an appointment, they need to select the category and type
of appointment that they are interested in scheduling.

& Do not make any changes to the appointment mediums, preferences, or categories!
&@ If updates are necessary, send an email to handshake@jhu.edu and the item will be

added to the Handshake User Groups agenda.

Before making updates (i.e. adding labels) to the Appointment Types, send the
intended changes to handshake@jhu.edu. This will ensure that the benchmarking

data aligns with the current configuration.

Appointment Categories provide a broad overview of the appointment. In Handshake, there
are six categories:

Explore Career Options

Develop Your Brand

Create Documents

Find Jobs/Internships/Opportunities

Prepare to Interview

o U s wWN e

Advance Your Career

To view more information about each of these categories, begin by clicking your name in the
upper-right corner of the screen, and then selecting School Settings.

i handshake Q Search.. Bh » & @ |Hep- SashaGruizeck~

% Home Your Profile

Profile A

Johns Hopkins Ca... Student Activity Snapshot

o
App[ School Settings

Flag Employers
1 pen ARy

Product Announcements
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Experiences
Web Logins Mobile Logins Profile Completion ~ Campus Profiles today.

Applications

First Destination
Job Postings

0 pending job postings exist.

<] Mass Emails

0 jobs were posted today.
Resources
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Next, click the Appointment Categories tab. You will see a detailed list of the six categories:

i handshake Q Search. 2 ® & @ Hepr SashaGrtzecks
! Home

Profile Appointment Categories

or E c "
Add Appointment Category

I ALPOMIITRN Cinegaden Explore Career Options Edit

Appointment Me: S In this section, you can schedule an appointment to review your Assessments (MBTI efc.),
discuss your Undergraduate Majors or Academic Concentrations and Industries & Career ideas
Learn more about what you have to offer by assessing your interests, values, and skills that will
help you identify appropriate educaticnal or career options.

Johns Hopkins Ca.

Manage

Experiences

Applications

ntment

= First Destination
Types: Carey: Industry Insights: 60 minutes, test type, Test Mock Interview - SSEI Testing, Carey:

Appointment Types Self-Discovery: 30 minutes, Carey: Industry Insights: 30 Minutes, School of Educatien: General
Mass Emails Career Guidance, Bloomberg School of Public Health: Career Coaching, Carey: Self-Discovery:
Buildings 60 minutes, School of Education: Job Search Strategies , School of Education: Career
G Exploration, School of Nursing: Further Education, School of Nursing: Career Paths, Peabody
Bulk Invites Career Goals, PhDs and Postdocs: Myers-Briggs Type Indicator Report Review, PhDs and

Postdocs: StrengthsFinder Report Review, SOM Masters: General Career Guidance, SOM
Masters: Myers-Brigg Type Indicator (MBTI) report review, SOM Masters: StrengthsFinder report
review, Advanced Academic Programs (AAP): Career Insight & Intro, Advanced Academic
Programs (AAP): Industry Deep Dive

Events

Fairs Career Centers

Appointments @ Colleges Develop Your Brand £

In this section, you can schedule an appointment to identify your core skills and experiences to

make up your Personal branding/value proposition, Elevator pitch, Job talk, and Social Media

Presence (e.g. Linkedin Profile). Leam why building your personal brand is important as you

construct a vision of who you and communicate your story to others. When others hear your

name what do thev remembar? What words come to mind when they see vour fare? What do g

Jobs

Interviews

Appointment categories are organized into appointment types. Appointment types provide
more specific information, including which career center is offering the appointment, duration,
etc.).

To view more information about the different appointment types, simply click the Appointment
Types tab. You can search through this information by typing a keyword in the Search field or
by using the drop-down menus.

Before making updates to the Appointment Types, send the intended changes to
handshake@jhu.edu or reach out to the Handshake super user at your school. This

will ensure that the benchmarking data aligns with the current configuration.

i handshake Q Search. I I e —

Home

Profile Appointment Types

Johns Hopkins Ca..
Details Add Appointment Type

Manage Appoint

eges ~ Gareer Clusters ~

Experiences Appointme Major - - = Ranges ~
Applications » .
Sl Preferences Carey: Self-Discovery: 30 minutes Edi
Self-discovery is a critical first step to making satisfying life and career choices. Your interests,
Appointment Types s, and p! provide an important foundation for career planning
and job search success. Review the resources in this section of the Career Navigator to leam
Buildings more about yourself and how to align your strengths with opportunities in the world of work.
Categories: Explore Career Options
Bulk Invites
Drop-in Enabled?: Yes
Campuses Surveys

Pre-appointment Survey: Carey's Coaching Agr

Career Centers
Staff Member Survey: N/A

Colleges Fost-appointment Survey: N/A
Employ I Wi
Preferer E
Carey: Self-Discovery: 60 minutes Edit
Interviews ver references
Lol il If-discovery is a critical first step to making satisfving life and career choices Your interests -]
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Identifying the Types of Appointments You Offer

Before you start setting up appointment times, you need to indicate the types of appointments
that students can book with you. To begin, click your name in the upper-right corner of the

screen, and then selecting User Settings.

i handshake

Home
Profile

Johns Hopkins Ca...

Manage
Experiences
Applications

First Destination

Mass Emails

Resources

Q, Search...

B
Student Activity Snapshot

1 pen
Product Announcements
0 app
happenit
o) OO 250 450 PP Sign Out 3
0% % % % PR
Web Logins Mobile Logins Profile Completion ~ Campus Profiles today.

m ® & @ |Helpr SashaGrutzeck~ I

Your Profile

Flag Employers

Job Postings
0 pending job postings exist

0 jobs were posted today.

o

&@ Admin function only: Click the Appointment Types tab. Then scroll through the
appointment types and indicate which ones you offer by clicking the Add button. To
remove an appointment type from your list of options, click the Remove button. Click all that

you may offer at any time- you can select the type for each appointment block.

Before making updates to the Appointment Types, send the intended changes to
handshake@jhu.edu or reach out to the Handshake super user at your school. This will

ensure that the benchmarking data aligns with the current configuration.

i handshake

Home

Profile

Johns Hopkins Ca...

Manage

Experiences

Applications

First Destination

Mass Emails

Resources

Q Search...

User Appointment Types

Account Information
Appointment Blocks
Motification Preferences
Create Notes from Email

Calendar Settings

Sasha Grutzeck~

H o m & Q@ Heb-

Profile ~ Account  Calendar

Carey: Self-Discovery: 30 minutes I
Self-discovery is a critical first step to making satisfying life and career choices. Your interests,

motivators, competencies, and preferences provide an important foundation for career
planning and job search success. Review the resources in this section of the Career Navigator
to learn more about yourself and how to align your strengths with opportunities in the world of
work.

Categories: Explore Career Options

30 Minutes

Carey: Self-Discovery: 60 minutes Add

Self-discovery is a critical first step to making satisfying life and career choices. Your interests,
motivators, competencies, and preferences provide an important foundation for career
planning and job search success. Review the resources in this section of the Career Navigator
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Setting up an Appointment Block

Use Appointment Blocks to indicate to students when you are available for scheduled or drop-
in appointments. There are two ways to create appointment blocks.

1) To set up a new appointment block through the Home page, begin by clicking your
name in the upper-right corner of the screen, and then selecting User Settings.

il. handshake Q Search... E o, ‘ g Help~  Sasha Grutzeck~

Home __our Profile

Profile S User Settings
App[ ChoOT SeTings

Johns Hopkins Ca... Student Activity Snapshot b

1 pen
0 app Product Announcements
Manage 0 0 0 0 happenit _
T O /0 0 /0 2 5 /0 45 /0 0 rem_. S‘Erif)f_ R il
today.

o Web Logins Mobile Logins Profile Completion ~ Campus Profiles
Applications

First Destination
Job Postings

Mass Emails 0 pending job postings exist

0 jobs were posted today.
Resources

Click the Appointment Blocks tab, and then click the Add Appointment Block button.

i handshake Q Search... B o & @ |‘tHelpr SashaGrutzeck~

Home

Profile Appointment Blocks Brofi

ofile Account Calendar
Johns Hopkins Ca...

5 i
Account Information Non-repeating appointment blocks in the past are not shown on this page. To view them visit the

appointment Calendar page.
Manage Apj nt Blocks
Experiences Appointment Types Add Appointment Block

Applications

Notification Preferences

First Destination
Create Notes from Email
ent blocks specify when you

pointments

T Calendar Settings

Resources
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Fill out the information and then click the Create Appointment block button.

Indicate whether you want
Q Search.. your appointment schedule
to repeat every week.

If there is a certain
day or section of an
already-created block | New Appointment Block

when you will not be l

i Rupeating? | @ Choose the day of the week
avallable (for Do you want this to be a weekly re-occuring block? .
instance, if you are when you are available.
’
I
oing on vacation or [Dayofweek | | sunday .
8 ti ting i Indicate whether you want
anotner meeting IS _» q
. 2 m _ students to “drop-in” rather
Scheduled) click the Would you like to mark this time as unavailable? Useful if you want to a
U ‘| bl' b d weekly re-oceuring schedule than Schedu|e an
navailabie DoxX an q
1< appointment. (If you check
enter that | Drop-in? < i i
information Is this appointment block for drop-ins? Drop-ins cannot be reserved ahe; thIS bOX, StUdentS W|” ONLY

be able to ”drop—in.” They will
Appointment

In the Abboi mediums NOT be able to schedule one
Tr:/:)e(: fieplzlo?:?:/;'lc of these appointments.)

)0 eayyant only allow specific appointment mediums for this block? By
students.

Q[ey: Self-Discovery: 60 minutes |

see the appointment Appointment % Carey: Self-Discovery: 30 minutes

Types .
types that you offer. _ Use the Appointment
You can delete one Fstertime e mediums field to indicate
of these items by *End time = where your appointments will
clicking e staNand end times represent the time frame for each appointment bloc be taklng place (Or whether
. _ they will be virtual). Click
corresponding X. * Start date e

inside this field to see your list

= of options. You can choose
Start and end dates represent wiNQ the appointment block will be active]  more tha n one.

/ *End date

Enter the Start date
and End date for

v

Create Appointment block

your SerieS Of Time zone Eastern Time (US & Canada)
appointments.

-~ I

Cancel

Enter the Start time and End time
for each of your blocks. The
number of appointments possible
is derived from the appointment
type. For example, selecting a
three hour block could make six
30-minute appointments available.
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Once you have created an appointment block, you can review it and edit it (if necessary) by

clicking your name in the upper-right corner of the screen and selecting User Settings.

i handshake Q Search... ) @ & @ |Helpr sashaGruizeck~
Home __Your Profile
Profile [ User Settings |
App[ CNoOT SeTinas

Johns Hopkins Ca...

Manage O %

Experiences
e Web Logins
Applications

First Destination

Mass Emails

Resources

Student Activity Snapshot

0%

Mobile Logins

Flag Employers

1 pen
0 =pp Product Announcements
0 450 happeni Sign Out =
25 /6 /0 0 reme
today.

Profile Completion Campus Profiles

Job Postings

0 pending job postings exist

0 jobs were posted today

Click the Appointment Blocks tab. And you’ll see your appointment block listed on the screen.

Click the Edit button to review and update this information.

#i handshake Q Search...

A3 Appointment Blocks
Profile

Account Information

ment Blocks

Appointment Types

Johns Hopkins Ca...

Manage

Experiences
Notification Preferences

Applications

First Destination Create Notes from Email

Calendar Settings
Mass Emails

Resources

Sasha Grutzeck

B o ® & Q@ Hep-

Profle  Account  Calendar

Mon-repeating appeintment blocks in the past are not shown on this page. To view them visit the

appointment Calendar page.
Monday from 2:00 pm to 3:00 pm

June 11th 2018 to June 25th 2018
Repeating
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To set up a new appointment block through the Calendar page, begin by clicking

Appointments, then the Calendar tab at the top left of page

e 23 76 . o -
ri handshake Q search. B omy &F G Hep April Patty
Home
Manage Appointments Manafle | calendar | New Appointment  Checlein Kiosk ~ Waiting Room
Profile
Johns Hopkins Uni_.. Staff Members ~ G Friday, July 20th @ Refresh
Staff Andrea Wiseman April Patty Caroline Kelly Justin Lerts Paul Binkley Sonjala Williams Tessa McKenzie Tom Stowell
Member 0 appointments 0 appointments 0 appeintments 0 appointments 0 appointments 0 appointments 0 appointments 0 appointments
Manage 0appointment blocks 0 appointmentblocks 0 appointment blocks 0 appointmentblocks 0 appointmentblocks 6 appointment blocks 0 appointmentblocks 0 appointment blocks
Applications 8 am a
First Destination
Reviews

Mass Emails - Resources

Events 25 9 am E
Fairs 2
Appointments
Jobs 51
Interviews 5

10 am n
Employers 7

Then click in the calendar at the time you would like to make the appointment, and fill in the
following screen:

Create Appointment Create Appointment Block
When: Friday, July 20th 2018 9:00 am - 9:30 am th
il | | ] s f
il 0i
n v| p
Approved .
7

Drop-in Appointment?

Cancel Create Appointment  ~
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Reviewing Upcoming Student Appointments

To see your upcoming student appointments, begin by clicking Appointments on the side
menu. Then click the Staff Member drop-down menu and select your name to filter your results

and see only your appointments.

(X
i handshake (o) SEAEH.
riences -
Exe Appointments
= » Applications
First Destination
Status » Type «
1 Mass Emails
Resources
Edward Shaprow
=1 Events
Fairs
Jennifer Eddinger

Appointments 1

Office Location «

@ ® & (@ Helpr sashaGrutzeck~
Manage New Appointment Check-in Kiosk Waiting Room
Saved Searches + & Download
Student « Staff Member « Medium « Ranges « Other «
Laura Arthur (4)
Roni White (1)
Sasha Grutze 8{18 Approved
Jennifer Eddinger (1) gm
Sasha Grutzeck (1)
16/18
) pam Completed
Jennifer Edding Bo -

All Options

You can also click on Calendar and see a day view.

Appointments are automatically approved. If you need to change the status of a certain

appointment, click the arrow next to the Approved button. Then select Edit.

i handshake Q search..

SLTLED Appointments
= » Applications

First Destination

Status ~ Type =

Sasha Grutzeck (1) X

Mass Emails

Resources

Events Edward Shaprow

Fairs

Appointments 1

Office Location «

H . ‘ Q Help»  Sasha Grutzeck~
Manage | Calendar  New Appointment  Check-in Kiosk  Waiting Room
Saved Searches =+ & Download
Student - Staff Member « Medium - Ranges = Other -
Test Mock 06/18/18 Approved
Sasha Grutzeck Interview - 2:00 pm - R © Approved -
SSEl Testing 2:30 pm

Reset to Pending
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You will then see more information about the appointment request. Scroll down until you see
the Status section. Here, you can change the status of the appointment. Then click the Update
button at the bottom of the screen.

ii handshake Q Search... @ ) ‘ g Help~  Sasha Grutzeck~
LN Status cancelled
Profile requested
johns Hopkins Ca... # approved
declined
no show
AR started
Experiences completed
prolcarn * Appointment In-Person (Location: Varies- Coach will contact you with location) v
A medium
First Destination
Help Requested I would like to set up an appointment.
%] Mass Emails Update

Resources

Adding an appointment with a known student
If you have agreed on a time to meet with a particular student, you may create that
appointment without creating an open block.

Click Appointments, then New Appointment. Choose the category, then type of appointment.

ii handshake Q Search.. H -, ‘ Q Help~  Sasha Grutzeck~

a

Experiences . 4
ADDOII’Ttm\.ﬂtS Manage | Calendar] New Appointment neck-in Kiosk  Waiting Room
Applications
First Destination Saved Searches + & Download
Status » Type = Office Location « Student « Staff Member « Medium « Ranges - Other «
Mass Emails
Sasha Grutzeck (1) X

Resources

Click the Here link, and fill in appointment details.

New Appomtmen‘[ Manage  Calendar New Appointment | Check-inKiosk  Waiting Room

You may search for and select available slots below. If you would like to manually enter the appointment details you may do so here.

Updated 4/3/2019 Page 10



JOHNS HOPKINS

UNIVERSITY

Handshake: Appointment Management

Launching an Appointment Kiosk

The appointment kiosk is used for tracking students who check in for appointments. You can be

notified as a career services staff member when a student arrives for an appointment, which

will reduce waiting room confusion.

-Q‘Tip: The appointment kiosk is for drop in appointments only.

" For more information on how to manage, drop in appointments, the check in kiosk and the

waiting room review this video tutorial: https://support.joinhandshake.com/hc/en-

us/articles/115003431807

Click Check-in Kiosk from the tabs in the top right of the screen.

a Seach..

iri nandshake

Profis

Appointments

Hordahakn Lnsar...

Saved Searches + £
Miumage FARALL i Stuta = SN WA it R s+
S
Cninomen
Applicaiions
Stephanio Gonzoiez Maners Univarn ity Admin Froshman chooiin Juipd 1200 pm-1z30pm (el
Zow Fomla Adam Thomas Frashman chackin DA 1200 pm - 1:30 pm ==
Bk Aobartson Ky Colrman Corwer Flanning - Extendled 15 700 am = B30 am ===
Aartin Low Beraarty Krigi Puassurnos Pl Jal 15 00 am - §:00 8w | compied |
Erica Hobmes e Watls Frashman checkin Hal 15 800 am - B am E==EE
Fusby Bradiey Erka Prierson Resume Feview Jai1f Sd0am-iooem (el
Lucns Littie darvias AT Jurior onaegkin Jui15  1000am-i0:30am  ([EETETEY
Ml Faa Huntir Fox Fraghinan chackin dai15  t0ooam-0a0am |
Pz Wieria Manees Univamly Adein it eheekin NYRERNRRE: PUBREE T I oo iwics | G
Staphan Vasquos Bty Kright Fraghman checkin dil 18 1zoopm-1230pm (Il
Mz Mart Lonne Wikon Sankor chekin Jai 18 iztopm-ioopm |
Ear Simpaon Bty Krighl Eenlor chesin Jul 15 1400 pm - 200 pm =
Caksh Semmona Bilyy Hughea Frasrman crecon JA15 1700 pm - 130 pm Ermmcs
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This will open a general check in kiosk pop up window. Select the office location and career

center and click the Launch Kiosk button

Launch Check-in Kiosk

What is the Check-in Kiosk?

stoeas
name or email address. By default
n the kiosk is laun
sour account in full acces:

putinto a
o your account. If

heir us

Choose an Office Location

All Offices v

Choose a Career Center

All Career Centers A

Keep me logged in
#| Allow Drop-In Appointments

Enable this to present students with the aption to check into drop in appointments

Note: To manage which
career center choices a
student can view, select the
drop down listings under the
“Choose the correct office
location” and “Choose a
Career Center” headings.

Cancel
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Starting the Appointment and Adding Student Notes

Begin by clicking Appointments on the side menu. Then locate the appointment and click it.

#i handshake Q Search... f e & @ Hepr SsashaGrutzeck~

Appointments

Manage | Calendar Mew Appointment  Check-in Kiosk  Waiting Room
Mass Emails
Saved Searches | + & Download
Resources
Status - Type = Office Location - Student - Staff Member - Medium - Ranges -
Events Other ~
Fairs
Appointments 1
Test Mock P
iy 06/18/18 Approved
Edward Shaprow Sasha Grutzeck !SEEI;HE“ 2:00 pm - PP
R 2:30 pm
esting
- -

Click the Appointment Started button. Then at the conclusion of the appointment, type your
note in the Add a Note field.

ii handshake Q Search... ﬁ & @  Helpr sashaGrutzeck~

Home Appointment Started Student Did Not Show Cancel Appointment

Profile

Johns Hopkins Ca...

Staff Member Survey Student Profile Student Activity Comments

Manage Notes are private and will not be seen by anyone except you and your staff. If you select 'Personal Note' the

s nate will only be visible to you. To mention a co-worker, type '+ and their email address.
eriences

Applications

First Destination

Mass Emails Attachment | Choose File | No file chosen & Share with Staff ~ Add Note

e
Resources —

Updated 4/3/2019 Page 13



JOHNS HOPKINS

UNIVERSITY Handshake: Appointment Management

Click the Share with Staff button to see your privacy options.

e Personal note — The note will only be visible to you.
e Default setting: Share with Staff — The note will be visible to all staff members who have
the ability to view shared notes.

Q—Tip: the best practice is to leave the note at the default setting. The system permissions
are used to prevent unauthorized users from viewing the notes.

Then click Add Note to save your work.

1 handshake Q search.. By ® & @ |Helpr SashaGrutzeck~

* Home
Motes are private and will not be seen by anyone except you and your staff. If you select 'Personal

Profile Mate’ the note will only be visible to you. To mention a co-worker, type '+ and their email address.

Johns Hopkins Ca...

The student was very interested to learn about upcoming events.

7 Mana
= g

Experiences Attachment | Choose File | No file chosen | & Share with Staff ~ |

= » Applications i
Personal Note

First Destination Share with Staff
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Completing an Appointment and Post-Appointment Surveys
Once you have completed a student appointment, you MUST mark it as complete, as
not completing appointments will skew data. A post-appointment survey may be sent to the

student, if a survey was attached to that particular appointment type.

To mark an appointment as complete, click Appointments on the side menu. Locate the

appointment and click it.

ii handshake Q Search... Help~ Sasha Grutzeck
First Destination : s
!—\DDOIHJ[m\,ﬂJ[S Manage Calendar New Appointment Check-in Kiosk Waiting Room
s & Dow
Mass Emails Saved Searches + & Download
R — Status « Type « Office Location - Student « Staff Member « Medium « Ranges -
Other -
Events
Fairs
i Test Mack Fe
Appointments g 06/18/18
Edward Shaprow Sasha Grutzeck L 2:00 pm -
Sd 2:30 pm
Testing e
3

Then click the Complete Appointment button.

11 handshake Q Search... & @ |Helpr SashaGrutzeck~

Home

Complete Appointment
Profile

Johns Hopkins Ca...

Motes Staff Member St Student Profile | Student Activityl  Comments

1 Manage

: Notes are private and will not be seen by anyone except you and your staff. If you
Experiences select 'Personal Note' the note will anly be visible to you. To mention a co-worker,
type '+ and their email address.

=_» Applications

First Destination
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Frequently Asked Questions

Do appointments have to start at the top of the hour or half hour?

No. All appointment slots are based on the start time of the availability block. If the block starts
at 11:00 a.m., and your appointment type is 30 minutes long, then the available slots will be 11
a.m.—11:30a.m., 11:30 a.m. — 12 p.m., etc. If, however, the block starts at a weird time like
2:11 p.m., then the available slots will be 2:11 p.m. - 2:41 p.m., 2:41 p.m. - 3:11 p.m., etc.

Can students book appointments far in advance?
Yes. | booked a test appointment in 2020 without issue.

Can you sync your Outlook calendar with Handshake?
Yes. Directions for setting up and using Handshake’s two-way calendar sync are available here:
https://support.joinhandshake.com/hc/en-us/articles/115011864208

A\ Tip: The two-way sync is provided by a third-party vendor. The documentation is
limited and there have been many reports of the function not working as intended.

If you do sync your Outlook calendar with Handshake, will Outlook conflicts prevent students
from booking appointments during those time?

Yes. You will see unavailable blocks from your Outlook calendar automatically populated as
unavailable in Handshake and students will not be able to book during those times.

If you change the “type” of an appointment after starting the appointment but before clicking
the "Complete Appointment" button, which post-appointment survey will be sent out?

It depends on the type of appointment it was at the time of completion. If you talk about
something other than what the initial type indicates, you can change it and the survey will
reflect that.

When does the student receive the pre-appointment messaging and/or survey?

Whether or not a student receives, a pre-appointment survey is dependent upon the
configuration of the appointment type. If a message is attached to an appointment type, the
student will receive the message before submitting the appointment request. If a survey is
attached, the student must complete the survey questions before they can submit the
appointment request (because drop in’s do not make appointments, they are excluded from
receiving the precursory messaging or survey).
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When are students notified about an upcoming scheduled appointment?
Students receive two notifications:

e 24 hrs before the appointment
e 1 hour before the appointment

How are notifications sent for Drop-In appointments?

Career services will only receive notifications if they have the waiting room open (usually we
recommend in another window) and if they have one of these options checked in their
Notification Preferences:

When | am viewing the waiting room page, notify me when a student checks in for a drop-in

appointment

Students will not receive a notification, as they are usually checking into a kiosk at the time of
the drop-in appointment.

How do | manage drop in appointments, the check in kiosk and the waiting room?
Video Tutorial: https://support.joinhandshake.com/hc/en-us/articles/115003431807
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This flowchart can help clarify any issues you may encounter while you or a student attempts to

book an appointment:
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If you have completed those troubleshooting steps and are still running into issues,

please, send an email to Handshake@jhu.edu with the following information:

5.

The student who is scheduling the appointment (double checking they have

permission to access appointments, and their profile details)

The specific Appointment Type and Category the student is scheduling (double

checking to make sure the type is connected to the category)

The student requirements set on the Appointment Type (double checking that

the student meets these requirements)

The time the student is requesting the appointment (double checking that a staff

member has added it to their available appointment blocks)

The staff member (if applicable) associated with the appointment
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