
ON-LINE BOOKING OF COUNSELLING APPOINTMENT 

1. Using your smartphone or laptop check the counsellor availability for  

Melissa Fortuin by typing in tiny.cc/BookWithMelissa into your browser 

 

2. You will be prompted to log-in to your Concordia Google account (if you are not already logged-in). 

 
3. Click on an available time slot. 

 
4. Click on Save to confirm your booking request, otherwise, click on Cancel. 

5.  Close the pop-up screen to finish with your booking. 

 

 

 

 



Need assistance or more information? 
Call 780.479.9241, or 

e-mail: studentlife@concordia.ab.ca 

6. You can check your own Google calendar to verify the time slot that you have booked. 

 

ON-LINE CANCELLING AN APPOINTMENT 

 

1. From your Google calendar, click on the event booking. 

 

 
 

2. Simply click on Cancel appointment. 

 

 

NOTE:  Your Gmail Calendar time zone has to be set to Edmonton Time in order to accurately reflect 
appointment times booked. To check or change your time zone visit goo.gl/zYwxIY or: 
1. Open Google Calendar. 

2. In the top right corner, click Settings   Settings. 
3. In the Your current time zone section, choose your time zone from the drop-down menu. 
4. If you don't see the time zone you want, check the box next to "Display all time zones." 
5. Scroll to the bottom of the page and click Save. 

 
 

 

NOTE: 24 hr Cancellation notice required. 
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