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Instructions on how to schedule an advising appointment on 
Inspire platform 

Step 1: Login to My CWY and go to your My CWU Homepage 
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Step 2: Click on the “student Tab” on the top menu. Find “Advising” on the left-
hand side menu. Click “Schedule Advising Appointment”. Once you click this 
button, it will open a new browser and take you to Inspire platform. It is a 
single-sign-on and you should be logged in automatically but if needed click 
the blue button that says, “Login with NET ID”. Do not enter your My CWU 
email address and password on Inspire.  
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Step 3: Once you are logged into Inspire. On your dashboard, find the 
module/tile named “Connect”. In that tile, click on “Schedule Appointment” 
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Step 4: Go to “Search Appointment” tab. Under the box named “Advisor”, find 
your advisor’s name from the drop-down menu. You may select the date range 
below that. On the left-hand side you have option to choose appointment type 
and modality of your preference. Then Click the button named “Search”. 
 

 

 

Step 5: Click the blue button “Schedule” on the date and time of your choice 
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Step 6: Select the appointment time and then click “Schedule appointment” at 
the bottom right corner of the page. It will open a new pop-up window which 
will let students select more details of their appointment including modality, 
session topic and enter notes.  
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Step 7: If you switch to the “My appointments & Events” tab, it will now show 
your booked appointment.  

 

 

Once the appointment is booked, the advisor and the student will get an email confirmation 
notification on their CWU outlook. This email will include the date, time and location of the 
appointment, session topic and session notes.  


