Sew Teach Me - How to search, view and cancel STM appointments

How to SEARCH and VIEW
You can use the search function in your google calendar to easily find all of your appointments on the STM

calendar.

1. Go to your google calendar and click on the magnifying glass at the top of the page.
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2. Type in Sew Teach Me and hit “enter” to see a list of all of your STM appointments.
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3. Another option would be to type in the name of your student to see a list of appointments for just that

student.
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4. Click on one of those appointments so see all of the appointment booking details for that appointment.
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How to CANCEL an APPOINTMENT

1. To cancel an appointment, click on “Cancel appointment” at the bottom of the booking appointment

details.
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e Note to those with calendar admin access (some board members) - the canceled appointment will still
appear on the STM calendar until deleted by an admin (see first photo below) but the appointment time
is still available for booking (the 3:00pm time slot is available for selection in the second photo below).
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WARNING - do NOT use the edit button to make changes. This will only make changes to your own personal
calendar and will NOT change anything on the STM calendar.
1. To reschedule an appointment or to make any edits, cancel the existing appointment and start over with
a new booking on the appointment booking page.
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