To schedule an Advising Appointment, please follow these steps:

(Remember to update your NYU Google Calendar to China Standard Time?)

1. In Albert in the Student Center click Setup Advisor Appointment. This link can be found to the
left of the student’s class schedule.
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2. Click the magnifying glass and select Shanghai as the Department Calendar.
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3. Click the next magnifying glass that appears and select the reason for the appointment (i.e.,
academic progression, personal, etc.).
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4. A list of the advisor’s available appointments will then appear on the student’s screen.
Students should select the preferred appointment and click the yellow Schedule button on the
row of the desired appointment.
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5. Students will receive a confirmation appointment email sent to their NYU email address.
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*Instructions for updating Google Calendar time zone
1) Click the wrench icon and “Settings”
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2) Click “Display all Time Zones”
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3) Click “China Time - Beijing”
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