
Step-by-Step Self-Scheduling Instructions 

 
1. Enter your Student Number and Birth Date then click Continue. 

 

 

2. Select the “Make Appointment” option (indicated by the red arrow) to proceed. 

 

 

3. In the following screen, please select your Appointment Type (in the column indicated by the 
red arrow). For best results, DO NOT adjust your search criteria in the other columns. Then click 
“Find Appointments” at the bottom to proceed.

 

 



4. In the Appointment Search Results page, select the appointment that best suits your needs. 
Click the box in the “Select” column (indicated by the red arrow) next to your appointment 
selection to proceed. 

 

 

5. In the Counseling Reason Selection page, select the reason(s) for the appointment in the box 
indicated by the red arrow. For phone appointments, please verify your phone number in the 
box indicated by the blue arrow. Please enter and confirm your email in the boxes indicated by 
the green arrow, then click Continue at the bottom of the page to finalize your appointment. 

 



How to Retrieve Student ID Number 

 
Step 1: Log on to WebAdvisor with your username (combination of two letters and 5 numbers) and 
password. 

 

 

Step 2: Click on the green student button and under User Account, click on What’s My Student ID Num. 

 


