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Student workers are set up in MavCONNECT to support various departments on-campus. Their role in MavCONNECT 
focuses on scheduling appointments, being able to find general student informa�on to support students looking for 
assistance and checking in students through the kiosk system. 

APPOINTMENT SCHEDULING FUNCTIONALITY 

Student workers can set up appointments in MavCONNECT in two areas: on a student’s profile and through the 
Appointment Center.  

Student Profile Steps 

1. Log into MavCONNECT and ensure you are on your “Staff” profile.  
 

 
 

2. Using the top search bar, enter in the student’s tech ID, StarID or if needed, their first name/last name. Best 
prac�ce is to use their techID and/or StarID as this is the most accurate way to ensure you are pulling the right 
student.  
 

 

 

3. When the name of the student you want to find pops up in the dropdown menu on the search bar, click on it to 
access their profile.  
 

4. On the right-hand side of their profile informa�on, you will see a “Schedule an Appointment” link. Click this to 
start the scheduling process.  
 

Student Worker Quick Guide to MavCONNECT 
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5. On the Schedule Appointment screen, you will need to choose the Care Unit (office), Loca�on, Service 
(appointment reason), and Mee�ng Type (virtual, phone, in-person, etc.) for the office you are working in to 
schedule the student with a staff member.  
 

 
 

6. Once you’ve selected the appointment criteria listed above, you should see any availability listed for the staff in 
your office.  
 

 
 
 



Student Worker Guide 
Updated 8.14.23 

 

 
7. Select the staff member you want to schedule the appointment with by clicking on the circle icon and their 

specific availability will pop up lower on the screen.  
 
You may need to use the calendar on the le� side of the page to find available blocks (designated in green) with 
a specific staff member.  
 

 
 

8. Select a �me by clicking on one of the green boxes and the white select buton.  

 
 

9. Click on “Save Appointment” to submit the appointment request for the student and the staff member they will 
be mee�ng with.  
 

 
 

10. This will bring you back to the student profile and you can confirm that the appointment was successfully 
scheduled by checking the appointment tab off their main page.  
 

 

 
 



Student Worker Guide 
Updated 8.14.23 

 

Appointment Center Scheduling 
 
1. Log into MavCONNECT and ensure you are on your “Staff” profile. 

 

2. On the top right of the screen, click on the window icon to find the “Appointment Center” link.  
 
 
 

3. Click on the Appointment Loca�on/Office you are working in and scheduling for.  
 

 
 

4. On the Appointment Request screen, you will need to add the student that is reques�ng the appointment by 
searching for them by StarID, TechID or name in the search bar.  
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5. Ensure you have the right Care Unit selected (some may pre-populate depending on se�ngs). You may also 
add a Service filter or Mee�ng Type filter depending on the student mee�ng request. You can also use the 
Date box to find availability for the student.  
 

6. If the student is flexible, choose the “Find First Available” to pull up availability quickly.  
 

 
 
 
 
 
 
 

7. This will bring up staff member calendars that have availability built for the specific Care Unit, Services and 
Mee�ng types you selected. You need to find a WHITE block of �me as this designates open appt availability 
and click on that block to open the appointment scheduling screen.  
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8. If you did not already add the Service reason, choose 
that from the first drop down box as well as confirm the 
Mee�ng Type is correct for the student’s request.  
 
Add any applicable comments to share with the 
advisor/student about the appointment and click on 
“Create Appointment.  
 
 
 
 
 
 
 
 

Student Worker Access to Student Profiles 

Student workers can search for students and view general informa�on from the student profile page. 

They will be able to see the following informa�on: 

Overview Screen including major, ID informa�on, last term enrolled. 

  

Student Informa�on (botom right of screen) including contact informa�on for the student. 
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Student Success Network that includes Assigned Advisor informa�on and faculty if the student is currently registered. 

 

 

 

 

 

Appointments tab that includes upcoming appointments and recent appointments for a student. 

 
 
 
 
 
 
 
 

Adding Prospective Students into MavCONNECT 

Student workers who have the Create a Student permission can add a new prospective student from the Quick Links panel 
on Staff Home. It is CRITICAL that you search for a student in MavCONNECT and possibly ISRS before creating a new student 
account to ensure that the student truly needs a prospective student status in the system to 
avoid duplicate accounts.  

1. Click Create a Student. The Create a New Student dialog appears. 
 

2. Enter the student's First Name, Last Name, Student ID (optional), Email, Date of Birth, 
and Zip Code. Set the student's classification to Prospective. ***If the student has an 
ISRS account and you can access it, please make sure information you are entering 
into MavCONNECT matches ISRS data.*** 
 
 

3. If a Prospective Student also has an enrolled Student Profile, ALL users 
(not just those who can merge students) see a yellow banner at the top 
of the prospective and enrolled versions of the Student Profile. 

 

There is also the View Options button to see details. However, what 
you see differs based on whether you have the Merge 
Users permission. 

At this time, only MavCONNECT administrators have Merge access so if 
you find profiles that may need to be merged, please email 
mavconnect@mnsu.edu with the student’s name, ID if available, and 
any other information that could be helpful.  
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