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Member Access – How to Schedule a Phone Appointment  
 

 

Image Description 

 

After logging in to 
Member Access, click 
“Request an 
Appointment/Workshop” 
in the 
Workshops/Appointments 
widget. 

 

From the welcome page, 
click “Next”. 
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Select the type of 
appointment you would 
like to register for by 
clicking the “>” for the 
corresponding service 
type. 

 

Next, select the type of 
appointment again and 
click “Next”. 

 

Select the date and time 
then click “Next”. 
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Confirm the 
prepopulated 
information is correct. 

 

If you would like to 
receive a text message 
reminder, make sure the 
phone number listed is a 
cell phone number. Then, 
click the checkbox next 
to “Send Text Message 
Reminder” and select 
when you would like to 
receive the reminder by 
clicking the dropdown. 

Click “Save” when 
complete. 
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You will receive a 
confirmation message 
once your appointment 
has been scheduled. 

l 


