Welcome to the step by step guide on how to book an appointment for the MEETINGS WITH YOUR
Academic Mentor in St Brendan’s Sixth Form College.

First, go to Moodle.

Then, select Courses and AGP, EPQ, Futures & Tutorial.

Once loaded, scroll down to find Tutorial Programme.

On the new page Enrolment options you will have to press
enrol if you’re logging for the first time.

This is the page you should be taken to after you
enrolled yourself.

You can see that there is a tab called Course Change
meetings. Please, select that to be redirected to the
booking page.

Alternatively, when other bookings will become
available for Academic Mentor appointments you
will be able to access them through here too. Keep
an eye for the correct title.

Also, the booking page can be accessed through the following link. Please, be aware that the link will
not work on Internet Explorer so copy and paste it into Google Chrome or other search engine.
https://outlook.office365.com/owa/calendar/AcademicMentorAppointments@stbrn.ac.uk/bookings
/
Please, see below for more information on how to make a booking.

This is the page that will open
once you follow the link.
Here you can see the names
of the different
appointments available. At
this example there is only one
available meeting to choose
from.

(i) Stands for more
information. It will pop-up
offering more information
about the appointment

!!! Globe symbol near the meeting means that
the appointment will take place online via MS
Teams. Please note that the link to the
meeting will appear on confirmation email!!!
No globe means appointment will be face-toface.

Select the day available for
booking. The available days will
appear in colour black.

Grey means they are not available.
Then choose which time suits you
the best.
Where it says Select Staff make
sure you choose your Academic
Tutor to book an apartment.

Scroll down to put in the
required information.
Make sure you provide all
of the details to make a
booking.
You can add some notes if
you like. For example, what
you would like to discuss in
the meeting.
When you’re done press
Book.

Look in your email for confirmation.

You can manage your booking through the confirmation letter in your emails. Please, see below how
to do it.

Open your confirmation email.
To Reschedule or Cancel booking please, press
Change your appointment.

If it opens the window on Internet Explorer it
won’t work so press right click then copy
hyperlink and paste it in the Google Chrome or
other search engine.
Hyperlink will be the Change your appointment
line.
Manage you booking in a best way that suits you.
After selecting the right option, follow the steps
to confirm your decision.

That’s it! You are now ready to book your appointments! If you have any questions send an email
to your Academic Mentor or academic.mentors@stbrn.ac.uk

