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INTRODUCTION/OVERVIEW

This document is a User’s Guide for the Online Scheduling software tool that provides you,
the Veteran, with the steps necessary to operate the online scheduling tool located on the
http://www.VetSuccess.gov webpage. This tool should help reduce the time spent on the
phone with Vocational Rehabilitation Counselors (VRCs) to establish counseling
appointment times. With this tool you can view available appointment times for a VRC and
make an appointment request. This User’s Guide will also show you the steps necessary to
cancel or reschedule counseling appointment sessions. Caveat, the Counselor/Veteran
names and emails are fictitious accounts and used in this training material for reference
only.
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http://www.vetsuccess.gov/

HOW TO LOG IN

This section contains a series of screen captures showing you the 2 steps necessary to
log in and access the Symplicity Online Scheduling tool.
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Homepage and Logging In

STEP 1: Enter http://www.vetsuccess.gov in your

.. : :
File  Edit  Wiew ™ -

browser

W @Home - VetSuccess: In Transition | At Work |Se

| —_— ~

WELCOME TO

AV /SE VETSUCC
@) VETSUCCESS.GOV [t

VETSUCCESS NEWS

Apr 09, 2012 8:28 am

American Freedom Foundation / Kaplan
University Scholarship Program — Apply by
June 1, 2012

Please click the above link to learn about this
excitina scholarshio oobortunity.

Apr 06, 2012 1:23 pm
Milicruit National Military Spouse Online
Career Fair May 7, 2012

Please click the link above to learn more
ahnnt the annnal Militare Snnniee Natinnal

MEMBER LOGIN

Login to search jobs, view
employers, and more.

) an Employer C aveteran

Username

Password

More Hlews Mo Login? Register for a free account

STEP 2: Left mouse click on
the Veteran radio button,

. VetSuccess Tips L
< » 1t and type your username and
NEWS = JOB APPLICATION TIPS vet password

= Learn how to make a good impressions with successfully completed Job Applications. & — .
application to apply in person

Job Applications Sample Employment Application Form More Tips at your local VetSuccess Office.

@ Find the VetSuccess Office
- . INTERVIEW TIPS closest to you. v

Dane @ @Internet bg v W00 v
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SCHEDULING A COUNSELING
APPOINTMENT

This section contains a series of screen captures showing you the 12 steps necessary
to request a counseling appointment.
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Scheduling a Counseling Appointment

fj VYA CSM - Windows Internet Explorer

@ ey b |!| hitps

symplicity, com

v|%J¢, A|

File Edit “iew Favorites Tools  Help

ir Wvacsm = i -
P . WELCOME TO H
VAT STEP 3: Left mouse click the
W4 VETSUCCESS.GOV
- “« ”
%N ‘ calendar” tab
g—
home | profile | resumes | Resources employers | events | calendar
_——
Welcome, Louis Neal ‘ search ‘ DHelp B @
SHOW ME GETTING STARTED
NRD :mdget R &4 Account Created
LT National Resource Directory (NRD)
N &4 Personal Profile
Motifications The National Resource Directory (NRD) is the leading online
resource that connects wounded, ill and injured service €) Academic Profile
members, veterans, their families and care providers to the @ Privacy Settings
infarmation, services and support they need. It offers quick and
easy access to a full range of medical and non-medical Resume
Subscribe to our RSS Feed . o
programs and resources available to America's wounded
warriors during their recovery, rehabilitation and reintegration.
— A model of i  call . he National R SHORTCUTS
) Your feedback is welcome. muodel of inter-agency collaboration, the National Resource
Directory is managed by the Departments of Defense and Jobs | Qualify For
Veterans Affairs with support from the Department of Labor
and other federal, state and local agencies and veterans service My Activity Summary
organizations. Request a Counseling
Appointment
The NRD has worked hand-in-hand with Google and leading Resume Builder
national job boards to provide a Veteran Job Search capability
that will enable Veteran job seekers to search based on
keyword, location, or Military Occupational Code (MOC). Using
the MOC field, job seekers will be able to further customize
their search rriteria hased nn the Civilian Fonivalents arrribuared
Done ' Trusted sites fhov Wao0% -
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Scheduling a Counseling Appointment

fj calendar, | VA CSM - Windows Internet Explorer

@.\;;. - |‘J https symplicity .com v| % | el | | 2

File  Edit  “iew Favorites Tools  Help

n " »
e I‘Jcalendar | W& C5M . = & T
home profile resurnmes Resources | jobs | employers events | calendar &
Home » Calendar » Agenda search | @ Help E e
Ca |E N da I W software by symplicity™
Day View Week View Month View Year View Personal Events
Show |Ewverythi b . H { H H ’
[Everything STEP 4: Left mouse click the ‘Counseling Appointment
tab to schedule an appointment with your counselor -
March 2012
Dezcription Mon Tue Wed Thu Fri Sat Sun
01 02| 03| 04
0S| 08| 07| 08| 08| 10| M
12 13 14| 15| 18 17| 18
1% 200 21 22 23 24 25
28 27| 28| 28| 30|
April 2012
Mon Tue Wed Thu Fri Sat Sun
01
02 03| 04| 05| 05| 07| 0B
0% 10| 44| 12| 13| 14| 15
18 17| 18| 18| 20| 21| 22
23 24 25 28 7 28| 2%
. b
/' Trusted sites dn v Ei00%m v
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Scheduling a Counseling Appointment

fj calendar, | VA C5M - Windows Internet Explorer. EHE”S__G
@.\-:}. L |[| https symplicity . cam v| % | 1| X | | R

Flle Edit Yiew Favorites Tools  Help

{3 l|calendar | W& CSM {-3 bt

”&*:;IVETSUCCESS GOV SkBenefits

My Gateway to Benefit Information

home | profile | resumes Resources | jobs employers | events | calendar

Ca |€ n d al m software by symplicity™

Agenda  Day View | Week View Month View | Year View Personal Events
STEP 5: Left mouse click the ‘New
MNew Appointment . ,
Appointment’ button

Career Services Management System Symplicity Privacy Palicy

Home » Calendar > Counseling Appointment

J Trusted sites dh v Hiow -
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Scheduling a Counseling Appointment

ﬂ; calendar, | VA C5M - Windows Internet Explorer.

@f ) |.J https symplicity ,com V| 4 | 2| % | | P
Flle Edit Yiew Favorites Tools  Help
n n ¥
W mcalendar | W& CSM = & T
A
Haome » Calendar > Counseling Appointment » search ‘ @ Help ﬂ a =
Ca |E N da I W software by symplicity™
Agenda  Day View | Week View Month View | Year View Personal Events
1. SET YOUR SCHEDULING CRITERIA (= 2. CLICK A DATE AND TIME C» 3. SUBMIT YOUR REQUEST
Counseling Type < STEP 6: Select a Counseling Type from the drop down
Please choose a Counseling Type
v su Mo menu to view available counselors
e
Counselor(s)
Flease choose a counseling type to Time*
CONtIUE.
Type
Additional
Notes
Select: All None
Earliest Appointment
L ®[ ™[ e
¥ Cancel Submit Request k
Latest Appointment B
L[ L ™ aciear
b
Done f Unknown Zone (Mixed) v’_L;. - ®100% v
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Scheduling a Counseling Appointment

ﬂ; calendar, | VA C5M - Windows Internet Explorer.

N i G [+ .
@.\_/ ¥ |'J https syraplicity, com V| ﬂ | 6 AN | | P
Flle Edit Yiew Favorites Tools  Help
n n ¥
W ‘|calendar | ¥ CSM = & T
A
Cad |E N da I m software by symplicity™ -
Agenda  Day View | Week View Month View | Year View Personal Events
1. SET YOUR SCHEDULING CRITERIA C 2. CLICK A DATE AND TIME C» 3. SUBMIT YOUR REQUEST
Counseling Type . *indicates a required field
9.7vee < April 2012 >
Please choose a Counseling Type
v s We T we & g | Counselor
Date*
Counselor(s)
George Thomas Time®*
Type
STEP 7: Left click the radio box next to a Additional
Motes
counselor name
Select: All Mone
Appointment Length
X Cancel Submit Request p
Earliest Appointment
L M [~ %ckear —
Latest Appointment
L & ¥ %k
b
Done E f Unknown Zone (Mixed) #3 - H100% v
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Scheduling a Counseling Appointment

{= calendar | VA CSM - Windows Internet Explorer |'L||'E|[g|
@.\_ i |‘| https symplicity.com V| % | (| X | | 2|
File Edit ‘iew Faworites Tools Help
" n >
7 | [ calendar | va csM = & T
»~
Ca |e N da I m software by symplicity™ B
Agenda  Day View | Week View Month View | Year View Personal Events
1. SET YOUR SCHEDULING CRITERIA o 2. CLICK A DATE AND TIME C» 3. SUBMIT YOUR REQUEST
Counseling Type . *indicates a required field
9 vpe < April 2012 >
Please choose a Counseling Type
3 3
Application b Su Mo Tu We Th Fr Sa Counselor
Date*
Counselor(s)
& oe Thomas Time®
Type
Additional
Notes

STEP 8: Select an Appointment Length from the drop
= aopoin] dOWN bOX to view available appointment lengths

~ . e e tedr y

Latest Appointment

Lo~ = ¥ Aciear

el Submit Request p

W

Done E ,?’ Unknown Zone (Mixed) vja - F100% v
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Scheduling a Counseling Appointment

= calendar, | VA CSM - Windows Internet Explorer |’._||E .S
@.\-— 4 |‘| https symplicity, com V| % | *1 || X | | 2
File  Edit “iew Faworites Tools  Help
w | calendar | va cst T, M- -]

Ca |e N da I m software by symplicity™ s

Agenda  Day View | Week View Month View | Year View Personal Events
1. SET YOUR SCHEDULING CRITERIA E; 2. CLICK A DATE AND TIME C» 3. SUBMIT YOUR REQUEST
i * indicat ired field
Counseling Type < ADI’” 2012 > indicates a required fie

Flease choose a Counseling Type

Counselor®

| Application i Su Ma Tu We Th Fr 2a
Date*
Counselor(s)
George Thomas Time*
Type
19 20 .
Additional
Notes

Select: All Mone

Appointment Length

STEP 9 (optional): Use the drop down boxes to enter f=:»
an Earliest and Latest Appointment time to view

Earliest Appointment
[09 v [00 »][am v |2 clear

available appointment times within a specific

Latest Appointment

(oo v ] 2

timeframe

[+ Unknown Zone (Mixed) $a - ®io0% <
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Scheduling a Counseling Appointment

= calendar, | WA CSM - Windows Internet Explorer |z||E _
@f A |'] hktps syrmplicity . com V| % | || % | | Fehbs
Flle Edit %iew Favorites Tools  Help
n n »»
0 | B calendar | va Cam =1 far -
A
Ca |e n da I W software by symplicity™
Agenda  Day View | Week View Month View | Year View Personal Events
1. SET YOUR SCHEDULING CRITERIA C; 2. CLICK A DATE AND TIME C» 3. SUBMIT YOUR REQUEST
Counseling Type . *indicates a required field
< >
Please choose a Counseling Type ADI’” 2012
| Application & Su Mo Tu  We Th Fr  Sa Counselor®
Date*
Counselor(s)
Ceorge Thomas Time*
Type
Additional
Motes
Select: All None . H H H
= STEP 10: Left click on a highlighted number to select
tment Length the desired day for the appointment
m -
X Cancel Submit Request k
Earliest Appointment
L ®[ ¥ *[gcear 3
Latest Appointment
O I
b/
Done E f Unknown Zone (Mixed) \;:ﬂ - Ho0% v
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Scheduling a Counseling Appointment

{= calendar, | VA C5M - Windows Internet Explorern

@ =y |IJ https

symplicity , com V| % | 1% | | il
Fle Edit View Favorites Tools Help
n »
b .Jcalendar | W& CSM =1 & T
-~
Cale nda I W software by symplicity™
Agenda  Day View | Week View Month View | Year View Personal Events
1. SET YOUR SCHEDULING CRITERIA LUEMIT YOUR REQUEST
eorge Thomas . X
Counseling Type cates a required field
: 10:30 am - 11:30 am
Please choose a Counseling Type . a
|A — 3 00 am - 12:00 pm hselor®
pplcation 11:30am - 12:30 pm
12:00 pm - 1:00 pm B¥
Counselor(s) 12:30 pm - 1:30 pm
George Thomas 1-00 pm - 2-00 om E*
1:30 pm - 2:30 pm
2:00 pm - 3:00 pm F
2:30 pm - 3:30 pm itional
3:00 pm - 4:00 pm b
3:30 pm - 4:30 pm
4:00 pm - 5:00 pm
4:20 pm - 3:30 pm
Select: Al None STEP 11: Left click on the desired time for the
Appointment Length app0|ntment
Rhcel Submit Request b
Earliest Appointment
L B[ = # ek =
Latest Appointment
[ [ ™[ ¥ sce
b
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Scheduling a Counseling Appointment

ﬂ: calendar | YA CSM - Windows Internet Explorer

@:—ﬁ/ L |‘| https symplicity, com v| % | % | | b
File Edit View Faworites Tools  Help
w I'Jcalendar | wa Csm . = & e
(o ~
ca |e N da I W software by symplicity™ b
Agenda  Day View | Week View Month View | Year View Personal Events

1. SET YOUR SCHEDULING CRITERIA = 2. CLICK A DATE AND TIME - SUBMIT YOUR REQUEST

Counseling Type . *indicates a required field
. < April 2012
Please choose a Counseling Type

| Application W | Su Mo Tu We Th Fr

Counselor* Ceorge Thomas

Date* 4/19/2012

—Counselocis)
STEP 12: Review the appointment request for

Time®*

11:00 am-12:00 pm

Type Application

accuracy, and enter any additional notes in the b0

Additional
Notes

text box

Select: All None

Appointment Length

Earliest Appointment

X Cafgel Submit Request p

[ = e

STEP 13: Left click the “Submit Request” button

Latest Appointment

L[~ ¥ ced

bl

(g3 + Unknown Zone (Mixed) v Hioow -
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Scheduling a Counseling Appointment

(f calendar | YA CSM - Windows Internet Explorer

s
@ v = | https symplicity com v || *|| % Pl
File Edit ‘iew Faworites Tools Help
» >
3 -

w (=8|~ (€ Draft Deliverables - All Docy,,, | [M] Gmail - Inbax O] Lewis Neal - Outlack web app | [l calendar | ¥4 €31

A -(3\3 WELCOME TO - .
?%%,?LVETSUCCESS.GOV SkBenefits

L]

My Gateway to Benefit Information

home profile | resumes | Resources | jobs employers | events calendar

Home » Calendar » Counseling Appointment search '{-’) Help @ 9

W software by symplicity™

calendar

Agenda  Day View | Week View Maonth View | Year View Personal Events

ltems 1-1 of 1

Counseling Date.a. ~ Counseling Time.a. ~ Counselor(s) -

George Thomas

X Cancel Reschedule May 01, 2012 10:00 am

Mew Appointment

STEP 14a: After submitting the appointment
request, the “Status” column on the Counseling
Career Services Management System Appointment page will read ”Pending"

Items 1-1 of 1

itv Privacy Policy

-

Dione 7 Trusted sites Fh v H100%
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Scheduling a Counseling Appointment

(f calendar | YA CSM - Windows Internet Explorer
@ = = | https symplicity com - % || X P
Fle Edit ‘iew Favorites Tools  Help
w | calendar | va c3M i 2 - =
i ‘3\ WELCOME TO — =
T*x?l =icBenefits
& VETSUCCESS.GOV ) -
E: ,M My Gateway to Benefit Information
home profile | resumes | Resources | jobs employers | events calendar
Home » Calendar > Counseling Appointment search 'C_;) Help [ﬂ 6
Ca |e N da I m software by symplicity™
Agenda  Day View | Week View Month View | Year View Personal Events
ltems 1-2 of 2
Options Counseling Date.a. ~ Counseling Time.a. * Counselor{s) -
¥ Cancel Reschedule May 01, 2012 11:00 am zearge Thomas
May 01, 2012 10:00 am Gearge Thomas
Mew Appointment
Items 1-2 of 2 STEP 14b: The status will change to
“« ” «“« ”
Approved” or “Cancelled” based on the
Career Services Management System R .. plicity Privacy Policy
Counselor’s decision
/" Trusted sites fh v Hi00%m v
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CANCELLING A COUNSELING
APPOINTMENT

This section contains a series of screen captures showing you the 3 steps necessary to
cancel a counseling appointment.
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Cancelling a Counseling Appointment

{= calendar, | WA CSM - Windows Internet Explorer

—_—
@'.\ s = | hitps symplicity, com v 4|+ X o[-

Fle Edit View Favarites Tools  Help

P n > »
w l_lcalendar | W& C5M = T!fﬁ T

».

‘%, VERS W CEES S SikcBenefits

My Gateway to Benefit Information

home | profile resumes Resources | jobs employers events calendar

Home » Calendar » Counseling Appointment search '\:9 Help H 6

Ca |€ N d ar W software by symplicity™

Agenda  Day View | Week View Month View | Year View Personal Events

Items 1-4 of 4

Counseling Date.s. « Counseling Time.s. v Counselor(s) - ;gcaﬁmt
¥ Cancel  Reschedule May 02, 2012 9:30 am George Thomas Approved
Reschedule May 01, 2012 11:00 am Gearge Thomas Approved
Gearge Thomas Cancelled
v coeer meend STEP 15:To cancel an existing appointment, P— S
. “ ”
_ left click on the “Cancel” button
Mew Appointment
ltems 1-4 of 4
Career Services Management System Symplicity Privacy Policy
S Trusted sites iR m00% v

Veteran Online Scheduling Training Page | 19



Cancelling a Counseling Appointment

syrplicity.com

IA\ -
@- A B hitps

o | calendar | va CsM

v D[4 % ol

- :‘\ WELCOME TO

Home » Calendar » Counseling Appointment

calendar

‘%};, VETSUCCESS.GOV

home | profile resumes | Resources | jobs | employers | events | calendar

Agenda Day View | Week View Month Vg 22 A areo
Message from webpage

ltems 1-4 of 4

Options Counselir

\:;:j Aire you sure you want to delete this entry? This cannot be undone,

SkeBenefits

My Gateway to Benefit Information

search '\:'.9 Help H 6

W software by symplicity™

» Cancel Reschedule

< Ok i Cancel l

Rescheduls May 01, 2012 11:00 am
May 01,2012 10:00 am
* Cancel Rescheduls Apr 30, 2012 8:00 am

New Appointment

ltems 1-4 of 4

Career Services Management System

I Step 16: Left click “OK” in the dialog box I

George Thomas Approved

Svmplicity Privacy Policy

Veteran Online Scheduling Training
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Cancelling a Counseling Appointment

T
@._ i l_|https syriplicity. com ~ = ([ X P~

._| calendar | WA CSM

Y, -‘/\ WELCOME TO = .
@i@VETSUCCESS.GOV SiBenefits

My Gateway to Benefit Information

home | profile | resumes | Resources | jobs | employers | events | calendar
Home » Calendar » Counseling Appointment search (@) Help E ﬁ ¥ Log Out

W software by symplicity™

calendar

2 Connzeling Appointment

age [X]

Agenda Day View Week View Month View Year View

Message from webp

ltems 1-4 of 4

__?(/ Are vou absolutely sure?

Counszeling Date.a. Counszelor(s) - Fi—— Status

C = D =

¥ Cancel Reschedule May 02, 2012 George Thomas

Reschedule May 01, 2012 11:00 am George Thomas Approved

et 2012 19909} Step 17: Left click “OK” in the second dialog

» Cancel Rezchedule Apr30, 2012 8:00 am
box

Mew Appointment

ltems 1-4 of 4

Svmplicity Privacy Policy

Career Services Management System

J Trusted sites fR v m00% v
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Cancelling a Counseling Appointment

p,‘f calendar | VA CSM - Windows Internet Explorer

—_—
@ v = | hitps symplicity . com v D || *|| % o~

Fle Edit ‘iew Fawvorites Tools Help

] | calendar | va c3M

WELCOME TO

al — -
@ VETSUCCESS.GOV SkcBenefits

My Gateway to Benefit Information

home | profile | resumes | Resources | jobs | employers | events | calendar

Home » Calendar > Counseling Appointment search 'C_;) Help [ﬂ G

Cd |E n da I W software by symplicity™
Agenda Day View Week View Maonth View Year View Personal Events
ltems 1-3 of 3

Options Counseling Date.a. Counseling Time.a. ~

Counselor{s) -
> Cancel Reschedule WMay 02, 2012 9:30 am George Thomas Approved
May 01, 2012 10:00 am George Thomas Cancelled
» Cancel Rezchedule Apr30, 2012 g:00 am George Thamas Approved

New Appointment

R The cancelled appointment will be removed
from the appointment list

Career Services Management System Symplicity Privacy Palicy

Dane S Trusted sites Foov Moo v
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RESCHEDULING A COUNSELING
APPOINTMENT

This section contains a series of screen captures showing you the 9 steps necessary to
reschedule a counseling appointment.
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Rescheduling a Counseling Appointment

_ff calendar, | VA C5M - Windows Internet Explorer.

IH\ —
@ y I_|https symplicity . com

Flle Edit Yiew Favorites Tools  Help

v%&y,\ o\~

‘?::r‘ I_| calendar | W4 CSM

n b3 ¥
= [T i

WELCOME TO

A0 — a
%%,%L?VETSUCCESS.GOV SieBenefits

My Gateway to Benefit Information

home | profile | resumes | Resources | jobs | employers | evenmts | calendar

Home » Calendar > Counseling Appointment search 'C_;) Help Eﬂ ﬁ

Ca |e N d arl | software by symplicity™
Agenda  Day View | Week View Month View | Year View Personal Events
ltems 1-3 of 3

Counseling Date.a. ~ Counseling Time.a. ~ Counselor(s) -

¥ Cancel Reschedule May 02, 2012 30 am George Thomas Approved

uved

May 01, 2012 10:00 am George Thomas Cancelled

% Cﬂnc Apr30, 2012 9:30 am George Thomas Approved

Mew Appointment

reme 123 07 2 Step 18: To reschedule an existing
appointment, left click on the “Reschedule”
Career Services Managemen button Symplicity Privacy Policy

Diong S Trusted sites Yy v Moo -
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Rescheduling a Counseling Appointment

fj calendar | VA CSM - Windows Internet Explorer

@.\-:/. L |‘| hktps sympliciky.cam v| % | 1) % | | b

File Edit ‘“iew Favorites Tools  Help

n n b d »
9 [| calendar | v CSM . = i -
home | profile | resumes | Resources | jobs | employers | events | calendar 25
Home » Calendar » Counseling Appointment » Counseling Record For Lo search ‘ \3) Help H ﬁ'
Ca |e n d al W software by symplicity™
Agenda  Day View | Week View Month View | Year View Personal Events
1. SET YOUR SCHEDULING CRITERIA 2. CLICK A DATE AND TIME > 3. SUBMIT YOUR REQUEST
Counseling Type . * indicates a required field
a7yee < April 2012 >
Please choase a Counseling Type
B ay Mo Tu We Th = a3 Counselor* George Thomas
Date* 4/30/2012
Counselor(s)
Flease choose a counseling type to Time* 8:00 am - 9:00 am
COMEIMUE.
Type
Additional
Notes

Select: All None

Earliest Appointment

" 9| ~|| | 4ce | Follow steps 6 — 13 to reschedule an

appOintment Submit Requast b

Latest Appointment

L~ = ¥|aciear

Done f Unknown Zone (Mixed) ¥a - & 100% T
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