Creating a Campaign for Continuing Students Who Have Not Been Cleared and Do Not Have
An Appointment Scheduled

1. Go to Reporting page and select the Appointments Report

@naviear: & & 3

@
@  Reports
=
3] Appointment/Visit Reports
™
® Agp LS
X 1 Regu

&
)
Staff Reports
Availabilties
@

2. Make the following selections from the Activity filters
a. Timeframe Filter: Custom Date; select today’s date through 8/25
b. Report Mode filter, select Students Without Appointment

c. Care Unit: Academic Advising
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3. Make the following selections from the Student filters
a. Category (In any of these?): Pin Not Cleared- Fall

b. Category (In none of these?): Graduated 202210, Graduated 202250, Graduation
Status — Approved for Graduation 202250
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c. Enroliment Terms (In any of these?): Spring Term 2022
d. Enrollment Terms (In none of these?): Fall Term 2022
e. Select checkbox for My Students Only
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4. Click Search

5. Once the search has returned a list of students (this may take several minutes), click
Actions and select Appointment Campaign to create an appointment campaign including
only these students
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Please note that rather than creating a full appointment campaign, you can send a text message
to the students from this page that includes your Personal Availability link. This will allow
students to use the link in your text message to schedule an appointment with you.



https://www.memphis.edu/advising/advisors/how_to_find_your_personal_availability_link.pdf

