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Changing Advisor or an Engagement Channel for 
an Appointment in Student Success Hub

1 Search for the student using the Global Search bar to open their person account

https://scribehow.com
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2 Click the Appointments tab

3 Click the appointment number link of the appointment you need to re-assign
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4 Click Change Advisor in the Quick Action Launcher on the right side

5 Click the x in Service Resource field to delete the assigned advisor
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6 Type in the name of the advisor you need to assign to the appointment and click
their name

7 If you need to change the Engagement Channel Type, click the x to delete the
current channel
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8 Type in either Virtual or In Person depending on the need and select the
appropriate channel

9 Click the Change Advisor button to complete the reassignment


