
How to Schedule an
Appointment as a Student

LET'S GET STARTED!



Hi!
I am a student currently enrolled in ASL 041. I want to schedule
an appointment with a TA to discuss a question about a
homework assignment. 



Scheduling 
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TO DO THIS,

 I’m going to login to my ConexEd Account, and
look at the menu on the left side of the screen. I
see that it automatically takes me to the
‘Dashboard.’ I am going to click on ‘Support
Network,’ just a couple tabs down.



THE SCREEN DISPLAYS

that I don’t currently have an

advisor assigned to me, so

instead I am going to go to the

dropdown that says ‘Show by

Department’ and select ‘View Full

Directory.’  



Whoa!

That made a lot of buttons
appear. But wait, I see that
these are just the available
subjects followed by all the
BYU IS instructors—this is the
entire directory after all. I am
going to click on the button for
my class: ASL.



CONTACT CARDS

This takes me down the page to

the ASL section, where all the

TAs and their information are

listed. To schedule my

appointment, I will click on

‘Schedule Meeting’ which is in the

bottom right of each TA’s contact

cards. 



A smaller window

pops up, showing me an option for dates, and an
array of reasons for meeting. I can schedule
Conversation Cafes and Signing Appointments
here in addition to questions. I also see that under
each option the length of the meeting is
predicted. There are also different buttons for
Signing Appointments for ASL 041, ASL 043, ASL
051, and ASL 053. In the future, I will be certain
to select the one that lists my course specifically.
For now, I just have a question, so I will select
‘ASL Question.’ This is a 5 minute meeting.



SCHEDULING

When I do this, a new option

appears below: ‘Select a meeting

location.’ Because I don’t want to

go to BYU campus, I will select

‘Video Meeting.’ 

When I select that, options for

today and tomorrow appear. I’m

going to plan for tomorrow. I

know that if I want to schedule a

meeting further out, I can click

‘Next Week’ at the top of the

page to view more dates. 



Scheduling

Recommended time slots
appear at the bottom of the
screen, along with which TA
they are with. I am going to
choose the availability that
suits my needs best.  



SCHEDULING

When I select a time, a new page

requesting my netID, phone

number, program, course ID, and

the purpose for my visit. After

filling these out, I click ‘Schedule

Appointment’ to finalize the

meeting. 



Yay!
Now when I go back to my dashboard, my appointment appears on the right
under “Upcoming Appointments!' I can copy the meeting link from here, or from
the reminder email that is automatically sent to me.



Peer-to-Peer
Assignments

One of my course requirements is attending a Peer to Peer (P2P) meeting. I

navigate back to my course contact page (in this case ASL) and notice that

there is a contact card specifically for the Peer-to-Peer assignment.  



Peer-to-Peer
Assignments

It says ‘Knock on Door’ to
enter, but I don’t see a ‘Knock
on Door’ button, even though I
see it on some of the TA’s
contact cards. I see that there
is a blue arrow that says
“Schedule” also on the P2P
card, so I click the icon that
says “click to read bio”
underneath it.  



Peer-to-Peer
Assignments

It tells me the hours that the Peer-to-Peer sessions are open (all in Mountain

Standard Time). The ‘Knock on Door’ button will appear at those times but will

remain closed outside the scheduled P2P hours. I will come back at one of

those times and request entry then. 


