HBSSW New Transfer Student Guide to Scheduling a Phone
Advising Appointment in Navigate
In order to schedule a phone appointment with your academic advisor, go to the
UWM homepage at uwm.edu. Click on the Current Students tab, and then select
Navigate or use this link:
https://uwmilwaukee.campus.eab.com/

On your home dashboard click the blue Schedule an Appointment link.

After selecting Advising as your appointment type and Academic Advising as your
reason, select the Phone Appointment in the options drop down.
If you select any other reason other than Phone Appointment, you will not be
able to see your advisor’s availability.

Next, select a day and appointment time.

*Initial New Transfer Meetings – Schedule two back-to-back appointments to
give your advisor the standard full hour-long meeting to ensure there is enough
time to cover all of the necessary material. You will need to create a second
appointment in Navigate after saving the first appointment to achieve this.
Once selecting your appointment time, tell your advisor any additional
information that will be helpful to making contact with you by using the
comments section.

Please be as specific as possible when adding comments to your appointment, i.e.
if you’re thinking of changing your major, list what major you are thinking of
changing to. This will help your advisor prepare for your appointment and make
your appointment more worth your time. Your advisor will then reach out to you
with more information or at the time of the appointment.
After you fill in the required details in the comments section, be sure to confirm
the appointment by clicking on the Confirm Appointment button (you will then
receive an automatic confirmation for the appointment in your UWM email):

Final notes:
• Your advisor should be listed as Katherine (Kate) Masshardt. If it is not,
please email Kate at masshard@uwm.edu
• If you are transferring from one of the UWM Branch Campuses, and Kate is
not listed as your advisor, please call 414-229-4852 to schedule an
appointment.
• You will be responsible for calling Kate at the time of your appointment.
She will email you with additional information the day before your
appointment to your UWM email.

