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Office Hours  
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ccwp@stern.nyu.edu  �   (212) 998-0235 

How to Schedule a Career Coaching Appointment 
(Alumni) 

STEP 1: Sign into SternConnect  (www.sternalumni.nyu.edu). If this is your first time accessing 
SternConnect, please refer to the How to Access SternConnect Guide.  
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STEP 2: Once you have successfully signed in to Stern Connect, mouse over Careers. Select 
Access My Career Account.

 
You will be automatically redirected to your Career Account.    
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STEP 3: Select Calendar.

	  
You	  will	  be	  directed	  to	  the	  appointment	  scheduling	  page.	  	  

STEP	  4:	  Select Request New Appointment.	  
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STEP 5: A list of filters will appear.  

Adjust the filters to your preferences and select Check Availability.  
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STEP 6: A list of available appointments that match your criteria will appear on the right side of the 
screen. Select the time and counselor you would like to meet with. 

*Note: All appointments before 4pm are 45 minutes. Appointments after 4pm are 30 minutes. 
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STEP 8: A popup screen will appear. Select the required fields and then select Submit Request. 

 
Your request will be submitted. 
  

Summarize the reason for your 
appointment and include your: 

• Target function and/or 
industry (if you have one) 

• Phone number 
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Requested appointments will appear under Requested Appointments in the Calendar tab. 

 
You will receive an email confirmation when your appointment is approved.  
The appointment information will also appear under Approved Appointments in the Calendar 
screen on your Career Account. 

 
To cancel or reschedule the appointment, go back to the Calendar Tab. 
Select Cancel or Reschedule and follow steps 5 and 6. 
 

We look forward to working with you throughout your personal career journey! 


