
 
 

  

 

 

Navigate Student 
Advising Appointments 

Student 

Technology Training Services Revised March 26, 2020 

Introduction 

This guide shows you how to schedule and edit advising appointments in Navigate, as 

well as locate the name and contact information for your assigned Academic Advisor. 

 

 

 

 

 

 

 

 

 

 

 

 

= Note 

= Caution 

= Advice 

To Schedule an Advising Appointment 

1. From the Reynolds Homepage, locate and log into MyReynolds using Google Chrome or Mozilla 

Firefox. 

2. In MyReynolds, locate and click the Navigate Student icon. 
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3. Click the Appointments Calendar to Schedule an Appointment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select a TYPE and a SERVICE for your appointment from the dropdown menus. Click 

Next 
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5. Select a LOCATION and STAFF MEMBER from the dropdown menus. Click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appointments can be 

made on campus, by 

phone, email or 

virtually.  

6. Choose the best time for you from AVAILABLE TIMES. Click Next. 
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7. Ensure the details on your confirmation screen are accurate. You may enter Comments 

for your advisor and select to receive an email and/or text reminder. Click Confirm to 

finish scheduling your appointment. 

 

 

 

 

8. This screen will appear once scheduling is complete. 
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To Cancel or Reschedule an Advising Appointment 

9. Click VIEW DETAILS on your appointment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Select Cancel 

Appointment to cancel the 

appointment. 

 

 

 

Then select a Cancellation 

Reason and enter a 

Comment for your Advisor 

(optional). 

 

To complete the 

cancelation, click Cancel 

Appointment 
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11. A Cancelled Appointment confirmation screen will appear. If you wish to reschedule, click 

Reschedule at the bottom of this window. Repeat steps 3 – 7 to schedule another date and 

time. 
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