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Once a lead schedules an appointment with an enroliment navigator, we hope that the
recruitment process will proceed as planned. However, not all leads are able to attend the
appointments they schedule. If you notice a lead who missed an appointment and want to
ensure they aren't forgotten, follow the steps below to capture the missed appointment in
Salesforce.

View All No Shows

After you begin recording you appointment no shows, it's easy to view them in the Salesforce
report Prospects with Missed Appointments 3. If you are able to successfully meet with a
lead, be sure to update the Recruitment Status field accordingly so the data in the report
remains accurate.

1. Navigate to the contact record of the lead who missed the appointment.

2. Scroll to the Personal Details section of the contact record.
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Contact
+ Jennifer Mortensen

Details

v Personal Details

Contact Owner

% Jennifer Mortensen

Mame
Jennifer Mortensen

Preferred First Mame

Jennifer

Pronouns
Shef/Her/Hers

Campaign Email

Has Bachelors

Yes

Recruitment Status

Mavigator Comments

Student Success Motes

Military Service

Deceased €

3. Select the pencil icon to the right of the Recruitment Status field. From the drop down
menu that appears, select No Show Meeting.



Contact
Jennifer Mortensen

Details

v Personal Details

Contact Owner Recruitment Status
#4 Jennifer Mortensen No Show Meeting
* Name MLI - Look for Accelerated Programs
Salutation NLI - POI not offered
--MNone-- L 4
MLI - Unknown reasan
First Mame
. Ungualified- does not meet admissic
Jennifer
* Last Mame Ungualified - Non English Speaking
Mortensen Unqualified - State of Residence
Preferred First Mame +w Mo Show Meeting
Jennifer
Canceled - Mo Reschedule
oo (0D
4. Click Save.
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