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How to schedule an advising appointment through the Appointment Center (Front Desk).  Front desk staff can schedule, edit, and 
check students into their appointments via a scheduling grid of available advisors.  
 (Note: Advisor must have created their “My Availability” in Navigate and updated the Outlook Calendar.)   

Steps Descriptions 
1.  Enter your UHCL user ID/user name and password to login to EAB. https://uhcl.campus.eab.com 

 
2.  Staff Home Page 

 

 
Scroll to the bottom of page then click:  Additional Modes dropdown arrow and choose Appointment Center 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
Continued on next page.  
 

https://uhcl.campus.eab.com/
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3.   
Click: Preferred Available Locations (select your advising center) 
 
 

 
 

4.  Search: Student by UHCL ID# or name 
Under Scheduling Grid:  
1.) Care Unit (is defaulted to Advising), Service (Indicate service need by clicking on box.), Staff (choose an 

available advisor.).  
2.) Choose date, start time (9:00 a.m.) and end time (4:00 p.m.) of advising hours.  
Click: Refreshed button  

 

 
 
Continued on next page.  
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5.  Under Appointment Schedule for (selected date will display):  Front Desk Staff can determine when the advisor 
and student can meet.   
 
Note:  Any grayed out areas on the scheduling grid indicate the advisor is not available.  Any blue areas on the 
students scheduling grid indicate when the student is in class.  (Do not schedule an appointment for a student 
when she/he are in class.  Unless student is dropping the course.) 
 
Click: Available time for appointment on the grid below. Create An Appointment box will appear.  
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6.  Under Creat An Appointment: Enter Service, Comments (details for visit), Options (check all  
 

 
DONE 

 


