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Making an Appointment with a Member of My Success Network 
 

Step Action 
1. Log into SuccessNET. If necessary, click Home on the navigation menu at the top of the 

page. The My Success Network channel is at the bottom of the page. Scroll to the bottom 
of the page. 

2. To find a specific person, click the drop-down button to filter who is displayed in your 
Success Network. You can also enter a name in the Search field.  
 
Click the Select people drop-down button. 

 
3. Click the Show all option to display all the people in your Success Network. 

 
4. In the My Success Network channel, click the See available appointments link for the 

person with whom you want to set up a meeting. 
 

 
5. The calendar for the person you selected is displayed. You can move through the months 

by clicking the Previous and Next arrows to the left and right of the month and day. The 
days on the calendar that are boldface are the days that this person has appointment times 
available. Click an appointment time. 

6. Available meeting times will have a Sign Up link. 
 
Click the Sign Up link for the time you want. 

 
7. The Add Appointment form is displayed. You can complete it by selecting a Reason for 

the visit, selecting the Course with which the visit is associated (if any), selecting the 
Duration of the visit, and entering a Detailed Description of what you want to 
accomplish. 

8. To select the reason for the visit, click the Reason drop-down button and select the reason 
from the drop-down menu.  

9. Entering a Detailed Description of what you hope to accomplish in the meeting will help 
the person prepare for the meeting. 
 
Click in the Detailed Description field and enter a description of what you want to 
accomplish. 

10. Once you have entered a detailed description and completed the Add Appointment form, 
click the Submit button. 
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Step Action 
11. You can see that the appointment you set up now appears in the member of your Success 

Network's calendar. 
 
Click the Home button. 

 
12. The Appointments channel where you can see the appointments you have scheduled is at 

the bottom of the page. Scroll to the bottom of the page. 

13. In the Appointments channel you can see a list of all your appointments.  
 
To learn how to cancel or change an appointment, go to the Canceling or Editing an 
Appointment tutorial. 

14. You now know how to make an appointment with anyone in your Success Network.  For 
more information on successNET, visit the web page, www.bgsu.edu/successnet 
(http://www.bgsu.edu/successnet). 

 
 


