
1 

For further questions, please contact fletcher.basch@fscj.edu  

          FSCJ Advisor Training 
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How to Create Personal Appointment URL 
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For further questions, please contact fletcher.basch@fscj.edu  

How to Create Appointment URL 

Log into your Insight account through your myFSCJ account. Staff with accounts in the Insight system can 

access Insight through the Symplicity Suite folder in the main menu drop down box. 

 

 

 

Once an availability has been created, select Edit  to create your Schedule URL. If an availability has 

not been created, please review “How to Set Availability” Guide.  
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For further questions, please contact fletcher.basch@fscj.edu  

 

 

 

TIP: Be sure to only use letters 

and numbers when creating 

your Availability Label to avoid 

issues when your URL is created. 
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For further questions, please contact fletcher.basch@fscj.edu  

Once submitted, you will see a URL link populated.  

 

This link can be used in email signatures or provided to a student so that they can make an 

appointment directly with you.  
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