
Pre-Health Advising Appointments with Dr.  McNelis 
using Workday - Quick Guide 

1. Sign into your account (Bucky is the example account). 
2. Enter Request Student Appointment  

 
 
 
 
 
 
 

3. Select Category – through Recommended Categories 
 The only opDon is the Drahmann Center…. 

 
 
4. Select Primary Reason, Pre-Health is an opDon and you must 

select that to see me when you Search 
 

 
 



5. Set the Start Date and End Date to find appointments in that date 
range. Use Search to find available advisors (me).     
 Do not change the Start Time or End Time. Do Not Enter Info in 
Appointment Format or Staff fields 

 

6. Select me from list of advisors to meet with: 
 

 
 
 



7. ARer you select me, the Appointment Date and Time fields will appear. Select a date and Dme for our meeDng; only Dmes that I am 
available will be visible when you click on the drop-down boxes for those fields. Do not touch the Appointment Format or LocaDon Detail 
fields: 

 

 
 
8. Submit the appointment request aRer you have selected day and Dme.  All meeDngs will be virtual. 

 
 
 
 
 



9. Want to review your student appointment? Enter View My Student Appointments. Look in unconfirmed appointments, that is where it 
will show up unDl I approve it (if you could select a Dme to meet, I will approve the appointment! I usually do this the evening before our 
appointments so I can approve all appointments for the next day) 
 

 
 
 
Once confirmed, the appointment will show up under Upcoming Appointments and the Virtual Link is given in this table. If you need to cancel 
the appointment, you can use the Cancel bubon to the right (see below) and it is my hope that we can set it up so that you can Cancel 
Upcoming and Unconfirmed Appointments.  If you need to Cancel, email me if you can not cancel the appointment in Workday. 
 

 
 
 
 
 



10. You will receive email noDficaDons from SCU WD… that your appointment request has been submibed and then approved: 

 
 

 



 
11. If the appointment is for some reason cancelled, you will receive an email noDficaDon from SCU WD… 

 


