
How To Schedule An Appointment In Navigate 

 

This guide will show you how to schedule an appointment using EAB Navigate. 

Using Navigate, you can schedule appointments for various services on campus 

including coaching, advising, and tutoring. When you schedule using Navigate, 

you will automatically receive an email confirmation with instructions on how to 

access your appointment, and you will receive email and text reminders. A video 

tutorial can be found here: https://vccs.instructuremedia.com/embed/bdd5a9d3-

2d98-4fab-be74-8db4525b10d6 

 

 

         

 

 

1. Start by logging into your MyESCC 

account. Once you’ve logged in, 

selected the EAB Navigate Student – 

ESCC tile (as shown at left) 

3. Your home page will 

look like the picture at 

left. From the menu on 

the left hand panel, 

select “Appointments.” 

2. On the following screen, click 

the blue button that says “Login 

with your school account” to 

finish signing in. If this is your first 

time using Navigate, you will also 

need to accept the Terms & 

Conditions and complete a brief 

intake survey. 

https://vccs.instructuremedia.com/embed/bdd5a9d3-2d98-4fab-be74-8db4525b10d6
https://vccs.instructuremedia.com/embed/bdd5a9d3-2d98-4fab-be74-8db4525b10d6


 

 

 

 

 

 

 

 

 

 

 

 

 

4. Your Appointments page will 

look like this. If you have any 

upcoming appointments, they 

will be shown here. You can also 

select “My Team” to view your 

assigned coaches, advisors, etc. 

Selecting “History” will let you 

see past appointments. To 

schedule a new appointment, 

click “Schedule an Appointment” 

in the upper right corner. 

5. This is the New Appointment 

screen. Start by selecting what 

type of appointment you want to 

schedule. This is where you 

specify Coaching, Advising, 

Tutoring, etc. Once you have 

selected that, you can choose the 

specific service you are 

requesting. Finally, you can select 

your preferred meeting date. 

Then click “Find Available Time.” 



 

 

 

 

 

 

 

 

 

6. The New Appointment screen 

will look like this. If you are 

scheduling a Coaching or Advising 

appointment, you will only be 

able to schedule with your 

assigned staff member, and only 

their available times will be 

displayed. You can pick a date on 

the calendar to the left, or select 

one of the available times lists on 

the right 

7. Below the calendar, there are 

several options for you to filter 

your search. If you select 

anything for these options, it will 

only display available 

appointments that fit your 

preferences. The most important 

of these is “How would you like 

to meet,” which allows you to 

choose either an in-person, 

phone, or Zoom meeting. 



 

 

 

  

 

 

 

 

 

8. After selecting an appointment 

time, you will have a final 

opportunity to review your 

appointment details before 

confirming. If you did not already 

specify your meeting type, you will 

need to do so now. You also have 

the opportunity to add comments. 

This is not required, but doing so is a 

good way to give your staff member 

more information so they can be 

better prepared to assist you. Email 

and text reminders are set to send 

automatically. You can opt out of 

these by unchecking the box, but this 

is not recommended. You will need 

to supply a phone number for the 

text reminder. Once everything looks 

good, click the blue “Schedule” 

button to confirm your 

appointment! 

9. Once you hit Schedule, you will 

receive this message letting you 

know that the appointment was 

successfully scheduled. From here, 

you have the option to View 

Appointments or Schedule Another 

Appointment. You will also receive 

an email confirming your 

appointment. 



 

     

 

 

 

 

 

10. You can cancel your 

appointment at any time. If you 

are unable to attend a scheduled 

appointment, please remember 

to cancel so that time slot 

becomes available for other 

students! To do so, you will need 

to select the appointment you 

wish to cancel from the list of 

upcoming appointments. 

11. Clicking the appointment will bring up 

the Appointment Details page. At the 

bottom, you will see a button you can click 

to Cancel Appointment. Once you click that, 

you will be asked to select a reason for 

cancelling, and can add comments if you 

want. You will then click “Cancel 

Appointment” and should receive a 

notification that the appointment was 

successfully cancelled. Cancelling an 

appointment will also send an email notice 

to both you and the staff member. 


