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Accessing the Panther 

Success Network 
 
To log into the Panther 
Success Network, visit 
https://go.fiu.edu/psn  
 
Proceed to log-in using your 
FIU Panther ID # or 
username and password.  
 
Note: If you possess the 
Student role, the Success 
Network tile is already 
provided for you when you 
log into your myFIU 
account.  
 

 

 
 

 

The Front Desk Homepage 
 
Upon successful sign-in, 
you will be redirected to 
your homepage.  
 
 
 
 
 
 
Should you possess more 
than one role, you are able 
to switch between the 
roles by clicking the role 
dropdown list, Click on the 
triangle icon to the right of 
the homepage label.  
 
Select the role that you 
wish to view.  
 
The page will automatically 
refresh to the new role.  
 

 

 
 
 

 
 
 
 
 
 
 
 

https://go.fiu.edu/psn
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Viewing Your Conversations 

 
You can access your 
Conversations by clicking 
on the Envelope icon 
located on the left-hand 
toolbar. 
 
You will be redirected to the 
My Conversations page.  
 
Here you will see all 
Messages sent and 
received.  
 
You can filter your 
messages by: 

• clicking on the View 
Personal Messages 
Only box 

• clicking on the View 
Unread Only box 

 

 
 
 

 

 
 
 
 

Reading Your Messages 
 
When you receive a 
message in your My 
Conversations inbox, click 
on the message Topic to 
open.  
 
 
You will be redirected to the 
message where you are able 
to read it. 
 
 
If you wish to return back to 
the My Conversations page 
to see the list of messages 
in your inbox, click on Back 
to My Conversations. This 
will redirect you back.  
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Responding to Your 
Messages 

 
When you read a message, 
click on the reply arrow 
icon. 
 
 
 
 
 
 
 
 
 
Fill in all applicable 
information in your return 
message.  
 
Attach any relevant 
documentation if necessary.  
 
 
Click on Send Message.  

 
 

 
 
 
 
 
 

 
 

 
 
 
 

 
 

Viewing a Student’s Profile 
 
To view a student’s profile, 
click on the magnifying 
glass icon found at the top 
righthand corner of the 
page.  
 
 
The Quick Search box will 
appear. You can search for 
the student by typing in 
their name or Panther ID.  
 
 
A list of students’ names 
will appear in a dropdown 
menu.  
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Select the name of the 
student whose profile you 
wish to view.  
 
 
You will be redirected to the 
student’s profile page. 
 
 
 
 

 
On the student’s profile 
page, you will find the 
student’s picture, contact 
information and Success 
Team.  
 
 
 
 
 
In the Success Team, you 
will see the student’s 
current course enrollment 
and the instructor for the 
courses.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 



 Page 7 of 38 
Last Edited June 9, 2020 

Academic Advising Technology 
 

The student profile also 
provides you with the ability 
to see the student’s 

• Overview 
• Reminders 
• History (Notes) 
• Study Hall 
• Appointments  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Overview tab provides a 
short snippet of identifying 
information for the student.  
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The History tab provides a 
chronological listing of 
documentation entered for 
the student. In this tab, you 
will find Appointment 
Summary Reports, Notes, 
and Check-Ins.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the More tab located at 
the top of profile page, you 
will find more information 
for tutoring appointments 
and recorded time.  
 
 
The More tab is composed 
of Study Hall and 
Appointments.  
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Study Hall statistics are 
recorded. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Appointments tab 
breaks down appointment 
related information in terms 
of Upcoming, Recent and 
No-Show. 
 
 
 
 
 
 
 
 
If you need to read the 
appointment summary from 
a previous appointment, you 
can do so by clicking on the 
Details button attached to 
the session.  
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Creating a Tutor’s 
Availability (Scheduled 

Appointments & 
Campaigns)  

 
In order for students to 
schedule their own 
appointments, an 
Appointment Availability 
must be saved on the 
platform for each tutor.  
 
To do so, begin by using 
the Quick Search to locate 
the Tutor’s profile page.  
 
Select the Tutor’s name 
from the list of results. 
 
 
You will be redirected to 
the Tutor’s profile page.  
 
Note: In the event that the 
Tutor possesses more 
than one role, you can 
click on the role name 
found in the Additional 
Roles label.  
 
 
Below the Tutor’s name, 
you will find a series of 
tabs. Click on the 
Availabilities tab.  
 
 
 
 
 
 
 
 
 
 
To add an Availability, 
click on the Actions menu 
found at the top of the 
table.  
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A menu will open with 
options to Add, Copy and 
Delete time.  
 
Select Add Time.  
 
 
 
 
 
 
 
A pop-up will appear.  
 
 
In the Add Availability 
formulary select the 
following:  

• Dates of Week for 
Availability 

• Start & End Times 
• Duration of 

Availability (can be 
set to Term, Range 
of Dates or Forever)  

• Type of Availability 
(Appointment and/or 
Campaign) 

• Care Unit (Tutoring – 
CFAS) 

• Location 
• Service (Course(s) 

that the tutor 
specializes in)  

• Zoom URL/Phone 
Number  
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• Special Instructions 
for Student 
(Comment on 
Session Length for 
example) 

• Number of students 
per appointment  

 
 
 
 
 
Once all information is 
selected, click Save.  
 
 
 
 
Note: If Campaigns will be 
utilized throughout the 
semester, you can set the 
Availability for both 
Appointments and 
Campaign beforehand.  
 

 

Creating a Tutor’s 
Availability (Drop-In Course 

Based Tutoring) 
 
Drop-In availabilities allow 
for students to be seen by 
a tutor for course based 
tutoring during certain 
time blocks without a 
previously scheduled 
appointment.  
 
In order for a student to be 
able to see the Drop-In 
Availability for each Tutor 
on the platform, a Drop-In 
Availability must be 
created.  
 
To do so, begin by using 
the Quick Search to locate 
the Tutor’s profile page.  
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Select the Tutor’s name 
from the list of results. 
 
 
You will be redirected to 
the Tutor’s profile page.  
 
Note: In the event that the 
Tutor possesses more 
than one role, you can 
click on the role name 
found in the Additional 
Roles label.  
 
 
Below the Tutor’s name, 
you will find a series of 
tabs. Click on the 
Availabilities tab.  
 
 
 
 
To add an Availability, 
click on the Actions menu 
found at the top of the 
table.  
 
 
 
 
 
 
A menu will open with 
options to Add, Copy and 
Delete time.  
 
Select Add Time.  
 
 
 
 
 
 
 
A pop-up will appear.  
 
 

 

 
 

 
 

 
 

 
 
 



 Page 14 of 38 
Last Edited June 9, 2020 

Academic Advising Technology 
 

In the Add Availability 
formulary select the 
following:  

• Dates of Week for 
Availability 

• Start & End Times 
• Duration of 

Availability (can be 
set to Term, Range 
of Dates or Forever)  

• Type of Availability 
(Drop-Ins) 

• Care Unit (Tutoring – 
CFAS) 

• Location 
• Service (Course(s) 

that the tutor 
specializes in)  

• Zoom URL/Phone 
Number  

• Special Instructions 
for Student 
(Comment on 
Session Length, for 
example) 

• Number of students 
per appointment 

 
 
 
 
 
 
 
Once all information is 
selected, click Save.  
 
 
 

 
 

 
 
 

Creating a Tutor’s 
Availability (Extra Credit 

Workshop) 
 
Creating a Tutor’s 
Appointment Availability 
for the purpose of the 
Extra Credit Workshops is 
similar to a one-on-one 
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Drop-in Tutoring 
Availability.  
 
There are, however, 
differences: 

• Select Extra Credit 
Workshop Name 
instead of Course 
Name for Service  

• One Availability will 
be created for each 
Session in the 
workshop series.  

• Set Availability to 
allow for group 
Appointment with 
cap set to the 
number of students 
per session 

• Save Availability to 
begin 15 minutes 
before ECW session 
is scheduled to 
begin. Doing so will 
allow students to 
check-in on the 
Kiosk prior to the 
session’s scheduled 
start time.  

 
The overall process is as 
follows. 
 
Begin by using the Quick 
Search to locate the 
Tutor’s profile page.  
 
Select the Tutor’s name 
from the list of results. 
 
 
You will be redirected to 
the Tutor’s profile page.  
 
Note: In the event that the 
Tutor possesses more 
than one role, you can 
click on the role name 
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found in the Additional 
Roles label.  
 
 
Below the Tutor’s name, 
you will find a series of 
tabs. Click on the 
Availabilities tab.  
 
 
 
To add an Availability, 
click on the Actions menu 
found at the top of the 
table.  
 
 
 
 
 
 
A menu will open with 
options to Add, Copy and 
Delete time.  
 
Select Add Time.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A pop-up will appear.  
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In the Add Availability 
formulary select the 
following:  

• Dates of Week for 
Availability 

• Start & End Times 
• Duration of 

Availability (Date 
Range. You will 
specify the date that 
the session is taking 
place)  

• Type of Availability 
(Drop-Ins) 

• Care Unit (Tutoring – 
CFAS) 

• Location 
• Service (Extra Credit 

Workshop Name)  
• Zoom URL/Phone 

Number  
• Special Instructions 

for Student 
(Comment on 
Session Length, for 
example) 

• Number of students 
per appointment 

 
 
 
 
 
 
 
Once all information is 
selected, click Save.  
 

 

 
 
 
 

 
 

Opening the Appointment 
Center  

 
The Appointment Center is 
the central page to viewing 
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the schedule for your 
department.  
 
To open the Appointment 
Center, click on the 
Additional Modes menu 
found at the bottom of 
your PSN homepage.  
 
Opening this menu will 
show two options. Select 
Appointment Center from 
the two.  
 
Be careful not to select 
Kiosk. If Kiosk is elected, 
you will be automatically 
logged out of the platform. 
 
 
 
 
 
 
Following selection of 
Appointment Center, you 
will be redirected to a list 
of Appointment Locations 
granted to your 
department.  
 
Select the location that you 
wish to view.  
 
 

 
 

 
 
 
 

 
The Scheduling Grid  

 
Following your selection, 
you will be redirected to 
the location’s Scheduling 
Grid. The Scheduling Grid 
allows you to view the 
availability and 
appointment schedule for 
all tutors that assist 
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students at this particular 
location.  
 

 
Searching for a Student 

 
Above the Scheduling 
Grid, you will find a field 
where you are able to enter 
the student’s name or 
Panther ID.  

 
The results from this 
search provide a snippet of 
information for the 
student. You will see the 
student’s email, standing, 
major, and the Success 
Team.  
 
Note: Only students who 
belong to Undergraduate 
and certain Graduate 
programs can be found on 
the platform.  
 

 
 

 

 
Scheduling Same Day 

Appointments 
 
In addition to Calendar 
view, front desk staff can 

 



 Page 20 of 38 
Last Edited June 9, 2020 

Academic Advising Technology 
 

make tutoring 
appointments on behalf of 
the student and tutor by 
using the Appointment 
Schedule grid.  
 
Enter the student’s name 
into the search bar and 
select the type of 
appointment in the 
Services dropdown menu. 
This will generate the 
student’s availability and 
add it to the Appointment 
Schedule grid.  
 
Note: In addition to the 
student’s availability, you 
will be presented with the 
student’s summary, e.g. 
Panther ID, email, major, 
and Success Team.  
 

 
 
 

 
The Appointment Schedule 
grid now reflects the 
availability of both the 
student and the tutor.  
 
To select the time of 
appointment, click on an 
available time period in the 
tutor’s schedule column.  
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When you make this 
selection, the Create An 
Appointment window will 
open.  
 
Select Course from the 
Service dropdown menu.  
 
Verify the appointment 
detail, e.g. organizer 
(tutor), student and 
date/time.  
 
Click Save Appointment to 
confirm or Edit to change 
appointment details.  
 

 
 
 

 
Once the appointment has 
been confirmed, the 
appointment will appear on 
the scheduling grid. It will 
reflect in both the student 
and tutor’s calendar.  
 
Note: The student and 
tutor will both receive 
email notifications that the 
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tutoring appointment was 
made.  

 
 

 
Scheduling Future 

Appointments 
 
To schedule a tutoring 
appointment that will occur 
at a future date, enter the 
student’s name into the 
search bar and press 
Enter.   
 
Next, select the type of 
appointment in the 
Services dropdown menu. 
This will generate the 
student’s availability and 
add it to the Appointment 
Schedule grid.  
 
To designate the future 
date of the appointment, 
click on the date box to 
open a calendar. Select the 
date.  
 
Refresh to show applicable 
availability of the student 
and tutor. 
 
Note: In addition to the 
student’s availability, you 
will be presented with the 
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student’s summary, e.g. 
Panther ID, email, major, 
and Success Team. 
 
The Appointment Schedule 
grid now reflects the 
availability of both the 
student and the tutor.   
 
To select the time of 
appointment, click on an 
available time period in the 
tutor’s schedule column.  
 
 

 

 
When you make this 
selection, the Create An 
Appointment window will 
open.  
 
Select Course from the 
Service dropdown menu.  
 
Verify the appointment 
detail, e.g. organizer 
(tutor), student and 
date/time.  
 
Click Save Appointment to 
confirm or Edit to change 
appointment details.  
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Once the appointment has 
been confirmed, the 
appointment will appear on 
the scheduling grid. It will 
reflect in both the student 
and tutor’s calendar.  
 
Note: The student and 
tutor will both receive 
email notifications that the 
tutoring appointment was 
made. 

 

 
 

 
Cancelling a Tutoring 

Appointment on Behalf of 
the Student 

 
There are two manners to 
cancelling a tutoring 
appointment. You can 
choose to cancel the 
appointment utilizing the 
student summary or the 
appointment schedule 
grid. 
 
Enter the student’s name 
in the search bar. This will 
pull up the student’s 
summary and appointment 
information 

 

 
 
 
 
 
 

 
 
 

 
Option 1 

 
In the student’s summary, 
you will find a dropdown 
menu labeled Actions.  
Click on the menu to open 
and select Cancel.  
 

 

 
 

 
The Cancel Appointment 
pop-up window will open.  
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Select Entire Appointment 
from the Cancel 
Appointment dropdown 
menu. 
 
 

 
 

 
Select Need to Cancel from 
the Reason dropdown 
menu. 
 
Click on Cancel 
Appointment button. 

 

 
 
 
 

 
Option 2 

 
Enter the student’s name 
in the search bar. This will 
pull up the student’s 
summary and appointment 
information.  
 
Click on the applicable 
appointment box on the 
Appointment Schedule 
grid.  
 

 



 Page 26 of 38 
Last Edited June 9, 2020 

Academic Advising Technology 
 

 

 
 

 
The Manage Appointment 
window will open.  
 
Select Cancel 
Appointment.  
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You will be redirected to 
the Cancel Appointment 
window.  
 
Select Entire Appointment 
from Cancel Appointment 
For and Need to Cancel 
from the Reason dropdown 
menu. 
 
Click on Mark as Cancelled 
button.  

 
 

 
You will receive a 
confirmation once the 
appointment is cancelled.  
 

 

 
 
 

 
 

Editing (Rescheduling) a 
Tutoring Appointment 

 
Option 1 
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To edit a previously made 
tutoring appointment, 
enter the student’s name 
into the search bar. This 
will pull up the 
appointment information.  
 
To edit, select Edit from 
the Actions dropdown 
menu located in the 
Appointment summary box 
that appears below the 
search bar.  
 
 
 
 
 
 
 
 
 
You will be redirected to 
the Edit an Event page. 
 
 
Select the new date that 
you would like to move the 
tutoring appointment to 
take place.  
 

 
 
 
 
 
 
 
 
 
 
 

Select the tutor that the 
student will meet with.  
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Note: If the new 
appointment takes place 
on the same day as 
originally scheduled for, 
you will not be required to 
select the tutor. 
 
 
 
You can now see the 
available appointments for 
this tutor. Select the new 
time for the tutoring 
appointment.  
 
 
 
 
 
Click on Save 
Appointment. 
 
 
 
 

 
 

 
Checking In Drop-In 

Appointments 
 

When checking in a 
student as a drop-in 
appointment,  
enter their name in the 
search bar.  
 
Next to the student’s 
picture, you will find the 
Add to Staff Queue link.  
 
Click on this link.  
 
A pop-up will appear.  
 
Select the tutor’s name 
and applicable course for 
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which the student is 
requesting tutoring for.  
 
Click on the Add to Staff 
Queue button to confirm.  
 
The student has been 
placed in the tutor’s queue.  
 
To view the queue, switch 
to the Drop-In 
Appointments page using 
the Scheduling Grid menu.  
 

 

 
 
 

 
Viewing Upcoming 

Scheduled Appointments 
 

To view your center 
location’s upcoming 
appointments, switch from 
the Scheduling Grid page 
to the Scheduled 
Appointments page. You 
will see upcoming, In 
Progress and recent 
scheduled appointments.  
Each appointment status is 
separated into its own 
table.  
 
 

 

 
 

 
Navigating Upcoming 

Appointments’ Functions 
 

The Actions Menu of the 
Upcoming Appointments 
table allows you to perform 
various functions.  
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To perform these 
functions, select the 
student from the table by 
clicking on the box to the 
left of the column labeled 
“Beginning In.”  
 
Open the Actions Menu 
and select the action the 
action that you wish to 
perform.  
 
 
Sending a Message to the 

Attendee/Organizer 
 
Click on the box to the left 
of the appointment whose 
attendee you wish to 
message.  
 
Select Send Message to 
Attendee (or Send 
Message to Organizer) 
from the Actions 
dropdown menu.  
 
A pop-up window will 
open. Fill out all applicable 
boxes.  
 
Attach any documentation 
(if needed). 
 
Click on Send Message.  
 
 
 
 
 
 
 
 

Viewing Appointment 
Details 
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Click on the box to the left 
of the appointment whose 
details you wish to view.  
 
Select View Appointment 
Details from the Actions 
dropdown menu.  
 
A pop-up labeled Manage 
Appointment will open.  
 
Here you will be able to 
Edit or Cancel this 
appointment.  
 
 
 
 
 
 
 

Checking In a Scheduled 
Appointment 

 
Click on the box to the left 
of the appointment whose 
attendee you wish to check 
in.  
 
 
 
Select Check In from the 
Actions dropdown menu.  
 
 
A pop-up window will 
open. Select Check In.  
 
 
 
 
The student will be 
automatically placed in the 
applicable tutor’s queue. 
You will see the 
notification (at right) 
confirming.  
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Marking an Appointment a 

No-Show 
 
 

Click on the box to the left 
of the appointment whose 
attendee you wish to mark 
as a no show.  
 
 
 
Select Mark No-Show from 
the Actions dropdown 
menu.  
 
 
 
 
 
A pop-up window will 
open. Select Mark No-
Show.  
 
 
 
 
 
 
 
 
The Tutoring Report 
window will open. Fill out 
all applicable information.  
 
 
 
 
 
 
 
 
 
 
 
Click on Save this Report 
to confirm. 
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The student’s appointment 
will be automatically 
marked as a No-Show. You 
will see the notification (at 
right) confirming.  
 
 

 

 
Checking Out an 

Appointment 
 

Once a student has been 
checked in, you will also 
be able to check them out.  
 
In the In Progress 
Appointments table, click 
on the box to the left of the 
appointment whose 
attendee you wish to 
Check Out from a session.  
 
 
 
Select Check Out from the 
Actions dropdown menu.  
 
 
Click on Yes to confirm.  
 
 
 
 
 
 
 
 
 
The student’s appointment 
will be automatically 
concluded. You will see 
the notification (at right) 
confirming.  
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Managing the Kiosk 

 
The Kiosk should be set up 
at a location that is readily 
accessible to students in 
your center.  
 
To take advantage of this 
mode, a laptop, desktop 
computer or iPad can be 
utilized.  
 
The front desk supporting 
staff will open the Kiosk 
through their own SSC 
home page. 
 
To open the Kiosk select 
from the Additional Modes 
menu located at the 
bottom of the home page. 
 
A pop-up window will open 
prompting you to choose 
the appropriate office 
location where this kiosk is 
located.  
 
Select the location from 
the list of available 
options. 
 
 
Note: Once the Kiosk is 
open, the staff member will 
be signed out and will 
need to sign in on their 
personal computer to 
continue using the 
Appointment Center.   
 
 
Select the All Available 
Services option that 
appears.  
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The Kiosk will revert back 
to this log in page.  
 
 
 
 
 

 

 
 

 
Checking In A Student 
With An Appointment 

 
When a student is 
checking him/herself in, 
the student will be 
presented with the 
advising center’s welcome 
page.   
 
Have the student swipe 
their OneCard or type in 
their Panther ID.  
 
Press Submit.  
 
 
 
The student is now logged 
into the advising kiosk.  
If they have already 
scheduled an appointment 
with their tutor, the screen 
will reflect the appointment 
time and tutor’s name.  
To check-in to their 
appointment, they will click 
on the green Check In box.  
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Once the student is 
checked in, the student will 
receive the message at 
right confirming the 
student’s placement in the 
tutor’s queue.  
 
 
 
 
 

 
Checking In A Student As 

A Drop-In Appointment 
 
 
When a student is 
checking him/herself in, 
the student will be 
presented with the 
advising center’s welcome 
page.   
 
Have the student swipe 
their OneCard or type in 
their Panther ID.  
 
Press Submit.  
 
 
 
 
The student will be 
redirected to the next 
page. To be placed in the 
waitlist, he/she must click 
on the course name that 
has an active drop-in 
availability.  
 
 
Next, there is a prompt to 
select between a specific 
person or first available.  
 
Once the student selects, a 
confirmation will appear. 
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If you have questions after reviewing this tutorial, please contact Advising Technology at 
advtech@fiu.edu.  

 

mailto:advtech@fiu.edu
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