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Overview of Advisor Link’s Flex Scheduling Functionality  
  
Summary of contents:  
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• What is Changing in the Advisor Link Interface?  
• Overview of New Custom Appointment Emails  
 

  
What is Flex Scheduling?  

The new Flex Scheduling functionality includes enhancements to managing the locations where 
you provide advising as well as the seasonal aspects of advising on certain topics and sub-
topics.  
  
Location-based Availability:  
  
https://powerofus.force.com/s/article/SAL-Set-Up-Location-Based-Advising-Availability  
  
Location-based availability allows advisors to designate blocks of time to meet with students, 
and associate those availability blocks with one or more locations. For example, say an 
academic advisor, Adrian Morges, works from home three days a week. When he's home, he 
can meet with advisees by phone (his mobile phone) and virtually, using the university's 
approved web-conferencing tool. One day a week he's on campus, where he can meet with 
advisees in-person in his office, by phone (his office or his mobile phone), or virtually. And on 
Fridays, he has to juggle childcare and he never knows where he'll be, so scheduled 
appointments must be voice calls on his mobile phone. Adrian and advisors like him rely on the 
flexible scheduling made possible by associating their availability with specific locations—
including virtual locations.  
  
Topic-based Availability:  
  
https://powerofus.force.com/s/article/SAL-Set-Up-Topic-Based-Advising-Availability  
  
No one likes to talk about Christmas in June, and advisors typically don't advise about 
graduation audits in September. Help advisors optimize their scheduling through the seasons 
by using Topic-based availability, which lets them associate their recurring availability blocks 
with appointment Topics and Subtopics.   
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For example, advisors can set up a recurring block during August and September dedicated to 
scheduling, and a different block for March through May dedicated to graduation audits. They 
can add additional Topics to those availability blocks as desired, so they can also be available 
to discuss study abroad planning, for example, whenever it's a hot topic with advisees.  
  
What is Changing in the Advisor Link Interface?  

  
The primary change for Advisors will be in how they set up their Appointment Availability.  
  
The Current Location Setting feature is one text field in which you define everything that the 
Student needs to know about the location.  
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The new Location functionality provides a more structured way to define location attributes by 
type of location: In-Person, Phone, Virtual, and Other.  See screenshots below for the fields 
associated with each type.  
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The other major change will be in how you set up your recurring availability; you now have the 
ability to define your availability by topic (or sub-topic) and location.  See the screenshots 
below of the current and the new recurring availability setup screens.  
 
The current Availability setup screen:  
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The new Availability setup screen:  
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From the Student’s perspective, there will not be much change in the appointment scheduling 
experience.  
  
Example of the current Student appointment scheduling screen, which shows the text defined 
in the Location field:  

  
  
  
From here, the student selects the topic that he/she wants to discuss.  Once scheduled, the 
basic information appears on the Student’s Home page of Advisor Link.  

  
 

  
With the new Flex Scheduling functionality, the Student will select their advising topic of 
interest and then will see which locations are available by time period.  
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Similar information appears in the Advisor Link Community.  
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The Confirmation page:  
  

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Student’s Home page in the Advisor Link Community:  
  

  
  
 
Note the Join Web Meeting button that appears on the Home page for Virtual appointments, 
which allows the Student to access the web meeting link directly from the Community.  
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Overview of New Custom Appointment Emails  

  
As part of rolling our Flex Scheduling, the OIT Salesforce Team developed custom confirmation 
and reminder emails that are sent to the Student and the Advisor.    
  
Example of Confirmation Email sent to Advisor (sent immediately after appointment is 
booked):  
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Note: A staff member’s email address was assigned to the Student’s record in QA for testing 
purposes. In Production, the Student’s email will appear on the Advisor’s appointment emails.  
  
 
 
Example of Confirmation Email sent to Student (sent immediately after appointment is 
booked):  
  
 Scheduled: Appointment with Deborah Advisor Bursa 
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Example of Reminder Email sent to Student (sent 24 hours in advance of the appointment or 
after Confirmation is sent if the appointment is booked for the same day):  
  
 
Reminder: Appointment with Deborah Bursa 
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