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Step 1: Login to Scorpion Success Network.

Step 2: Click the three lines (menu icon) and select Appointments.
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Step 3: Hover mouse over the calendar icon. A separate window should pop up. Click Outcomes
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Step 4: Input the start and end time of the appointment. In the comment box, write a summary
of the appointment.
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Step 5: Click the SpeedNotes tab. Here, you can check the boxes for topics discussed with the
student to make the note-taking process more efficient.

Step 6: If you need to attach a document (e.g. degree sheets or forms), click on the student’s
name

Step 7: Click the File icon

Step 8: Upload the desired file. Please note that the attachment will not be directly linked to the
appointment, so it’s helpful to include the corresponding appointment date in the file name.
Once the file is uploaded, click Attach.
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