
 

Appointment   Scheduler    

ADMIN Manual --   Administrative Module 

DMDC Help Desk CNIC CAC PMO  
   1-800-372-7437                  NAS Pensacola 

        (850) 452-7645 

        DSN  922-7645 

        http://pmo.cac.navy.mil 

                                              March 9, 2011 

 

 

  



2 

 

Table of Contents 

Getting Started .................................................................................. 4 

First Time Access Request .............................................................. 4 

Returning Admin Users .................................................................... 5 

Menu Bar ........................................................................................... 6 

Help .................................................................................................... 6 

To Edit a Help Display ...................................................................... 7 

Site ..................................................................................................... 8 

To Edit a Site ..................................................................................... 8 

To Add a Site ..................................................................................... 8 

To Search for a Site .......................................................................... 9 

Site – Buildings, Details and Point of Contact ............................. 11 

Buildings ......................................................................................... 11 

To Edit a Building ........................................................................... 13 

To Add a Building ........................................................................... 12 

Buildings – Next, Appointment Blocks, Email and Details .......... 14 

Blocks (Appointment Blocks) ........................................................ 15 

To Edit an Appointment Block ....................................................... 18 

To Add an Appointment Block ....................................................... 16 

To Search for an Appointment Block ............................................ 20 

Appointments.................................................................................. 21 

To Search for an Appointment by Name ....................................... 21 

To Search for an Appointment by Building .................................. 22 

To Add an Appointment by Building ............................................. 23 

To Close an Appointment Slot by Building .................................. 24 

To Edit an Appointment by Name or Building .............................. 24 



3 

 

To Cancel an Appointment by Name or Building ......................... 25 

To Reschedule an Appointment by Name or Building ................. 26 

To Cancel Appointment Slots ........................................................ 29 

Users ............................................................................................... 30 

Reports ............................................................................................ 34 

Logoff .............................................................................................. 35 

 



4 

 

Appointment Scheduler  

This guide will take you through the website and give you step by step easy instructions. 

Getting Started 

The Administrative Appointment Scheduler is accessed over the Internet via a web browser.  To 

request access, the URL to the website is https://admin.appointments.cac.navy.mil/.  You can access 

the site to perform a myriad of administrative functions. 

First Time Access Request 

We use the Common Access Card (CAC) for access to the Administrative Appointment Scheduler.  

You only have to complete this step one time and you never have to remember a username or 

password.  First time users should: 

Insert your CAC into your computer. 

Access your internet web browser and go to https://admin.appointments.cac.navy.mil/  

Click on the I agree button on the Consent Banner screen. 

Complete the form for access to the website, be sure to choose your site from the dropdown list, and 

click on the Submit button. 

 

Note:  You cannot register other admin users.  The information entered on the form is verified 

with your CAC information. 

 

   

 

 

https://admin.appointments.cac.navy.mil/
https://admin.appointments.cac.navy.mil/
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After completing the User Self Registration successfully, and clicking the Submit button, the Request 

Added screen is displayed to let you know your request has been received.   

You will receive an email at the email address you provided when your request has been processed. 

  

 

Returning Admin Users 

Once your access has been granted, there is no username or password to remember.  All access is 

granted based on your Common Access Card (CAC) PKI information.  All you need to do is: 

Insert your CAC into your computer. 

Use your internet browser to access the https://admin.appointments.cac.navy.mil/  website. 

Click the I agree button on the bottom right of the Consent Banner screen. 

    

 

 

 

Note:   

Before we begin a step by step description of all the administrative functions of this website, it 

is important that you understand that you may not have access to all the functions described 

in this manual.  

https://admin.appointments.cac.navy.mil/
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Although some of the steps to accomplish a task may sound tedious, once sites, buildings, 

and appointment blocks are set up, there are few changes to be made. 

 

 Menu Bar 

The Menu Bar lists all possible functions available to administrative users.   

The Welcome message contains a hyperlink to online tutorials, a description of new features, and 

lists other recent updates. 

At the bottom of the screen are the About, Contact, Security Notice and CNIC CAC PMO hyperlinks 

with telephone numbers and links to the Project Management Office. 

 

 

 

Help 

To access Help at any time, click on the Help menu button.  Help items are page specific.  This 

means in the example shown, the Help only pertains to the specific page you are visiting. 
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Here is a sample Help screen for the Sites menu item.  As you can see, all functions and fields are 

defined.   

 

 

 

Click on the Back button to return to the previous screen.   

To Edit a Help Display 

As an admin user you may have permission to edit Help items.  An Edit Help Items button will 

appear at the bottom of each Help screen you have access to edit. 

Simply click on the Select button for the line of text you want to change and you can edit, or delete as 

necessary.  Click the Add button to add more help information to the screen.  The sort order field 

allows for line spacing and order of the text information you are adding or editing.  Click on the Done 

Editing or Exit Help buttons when completed with the editing process.   
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Site 

To Add, Edit or Hide Inactive Sites, click on the Sites button on the Menu Bar. 

To Add a Site 

Adding a site is a very easy process.  From the Menu Bar, click on the Sites button and then click on 

the Add button. 

Note:  Only System Administrators have permissions to Add/Edit a Site.   Please contact the 

helpdesk at 1-800-372-7437, select option 1, and option 3.  

 

Fill in the fields on the screen and click Submit. 

Clicking on the Cancel button will return you to the previous screen. 

To Edit a Site 

To Edit existing data, click on the Edit button for the site you want to edit.   

 

 

 

Remember all field descriptions are defined on the Help screen for each page.  Here is a sample of 

the Advanced Minutes description on the Help screen for this page. 
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Make the changes you wish to make for the site you selected and click on the Submit button or 

Cancel button to return to the previous screen.   

 

 

To Search for a Site 

Let’s say you have 25 sites and you want to edit one of the sites without paging through a long list.   

Click on the Sites button on the Menu Bar.   

Next, click on the Search button to apply a search filter to the site listing.   

 

 

Enter either a DEERS/RAPIDS id number of a portion of the site you are trying to retrieve.   

Click on the Search button to begin the search or click on the Cancel button to return to the previous 

screen. 

 



10 

 

 

 

Here is an example of the Sites screen.  In this case, it displays all Sites that contain the word 

‘Pensacola’.   

Click on the Edit button beside the record you want to edit.  

 

 

Make all necessary changes to the Site Information screen and click on the Submit button to save 

changes or the Cancel button to return to the previous screen. 
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Site – Buildings and Details 

Buildings 

At the bottom of the Site Edit screen are more site related functions.  Clicking on the Buildings 

button is the same as clicking on Buildings on the Menu Bar and we’ll come back to the Buildings 

function in a moment. 

 

 

Details 

When a user makes an appointment, there are details specific to the site that can automatically be 

listed on the appointment confirmation page and the confirmation email sent to that individual.  To 

add, edit, or change the order of the details for a site, click on the Details button and make changes 

as required.  There is a 255 character limit per line item. 

Buildings 

To Add or Edit Buildings, click on the Buildings button on the Menu Bar. 

Note:  Only System Administrators have permissions to Add/Edit Buildings.   Please contact 

the helpdesk at 1-800-372-7437, select option 1, and option 3. 
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To Add a Building 

From the Buildings for All Sites screen click on the Add button. 

 

 

 

The field descriptions for the Add Building can be found by clicking on this screen’s Help button on 

the Menu Bar. 
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To Edit a Building 

To Edit existing data, click on the Edit button for the building you want to edit. 

   

The Buildings edit screen contains both building and point of contact information.  

Make the changes you wish to make for the building you selected and click on the Next or Cancel 

buttons in the lower right of the Update Building screen.   

Descriptions for each information block of this screen can be found by clicking on the website’s Help 

button on the Menu Bar while viewing this screen. 
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For descriptions of the Appointment Blocks, Email, and Details buttons, please read the Buildings 

– Next, Appointment Blocks, Email and Details section of this document.   

 

Buildings – Next, Appointment Blocks, Email and Details 

The bottom of the Building Edit screen contains links to other Building related data. 

Click on the Next button to continue editing the Building you previously selected. 

Next 

 

 

 

The Next button takes you to another Building screen that gathers the map that will appear when 

users are searching for an issuance office.   

You can select from three dropdown Map Type choices of Road Map, Mobile or Hybrid views.  We 

recommend the Road Map.   

Next, click the Select button on the map you think would be most helpful to a user.  We’ve discovered 

that it is best to choose a map that clearly indicates your building location as well as some cross 

streets and possibly other nearby land marks.  

Click the Back button at the bottom right of the page to return to the previous screen. 
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Blocks (Appointment Blocks) 

You must generate empty Appointment Blocks for your issuance location.  Once you finish generating 

blocks, your customer will be able to reserve (sign up for) appointments.  There are two ways to 

assign appointment blocks to a building.  You can click on the Blocks button from the Menu Bar: 

 

 

  

OR 

Click on the Appointments Blocks button at the bottom of the Update Buildings screen.   
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To Add an Appointment Block 

After clicking on the Blocks button on the menu bar, click on the Add button on the Appointment 

Blocks screen. 

 

 

 

Select a site from the dropdown list box and click on the Next button. 

 

 

Select a building from the dropdown list box and click on the Next button. 

When adding an appointment block, each field is required except lunch start and lunch end.  

Appointments are created beginning with the start date/time for each Duration multiplied by the 

Number of Workstations. 

For example, creating an appointment block starting 3 January at 08:00 and ending 3 January at 

10:00 with two workstations every 30 minutes would create eight appointments (8:00, 8:30, 9:00, 9:30 

times 2).  Note that the end time is not the start time of the last appointment; it is the end time of the 

last appointment for the day. 
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Appointment Block Name 

An arbitrary name given to the appointment block.  This field can be searched to locate a specific 

block. 

Number of Workstations  

A number of workstations available at this location to issue identification cards.  This number is used 

to determine how many appointments can be made during an appointment time.  If you have 4 

workstations but only two are taking appointments, put two in this field. 

Appointment Duration 

A number that represents the duration of the appointment in minutes.  Right now, we are 

recommending 30 minute durations, but you can enter any amount of time that works for your 

location. 

Lunch Start 

The time set aside during the day for the beginning of lunch breaks.  The required format is military 

time with a : in the middle (i.e. 11:00) 

Lunch End 

The time set aside during the day for the end of lunch breaks.  The required format is military time 

with a : in the middle (i.e. 13:00). 

Start Date and Time 

The date and time the appointment block should begin.  Be sure to click on the date in the 

calendar.   Otherwise you will receive an error message stating you’re not authorized to overlap a 

block. 
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End Date and Time 

The date and time the appointment block should end.  Remember, this is not the start time of the last 

appointment; it is the end time of the last appointment.  

Create appointments on 

The days of the week where appointments should be created between the start and end date and 

times.  For example, if you only take appointments on Monday, Wednesday, and Friday, you would 

only check those days of the week. 

Click on the Submit button to save the data or the Back button to return to the previous screen. 

Note:  Blocks must be set up in Monthly Increments. 

To Set up Custom Email 
          Select Buildings tab on the Menu Bar: 

      Select the edit hyperlink next to your building: 
      Scroll to the bottom of the page and select Email: 
      Select Add: 
      Select Appointment Confirmation: 
      Rescheduled 
      Cancellation 
      Forced Cancellation 

 
 

      Example:   
 

Dear, |FirstName| |LastName|, 
 

Thank you for choosing the |BuildingName|, |SiteName|. Your appointment is confirmed for |Day|, 
|AppointmentDate|, at |AppointmentTime|. Your confirmation number is |Pin|. 

 
To view our address, change your appointment, or view other important information for your appointment, 
visit http://appointments.cac.navy.mil. 

 
 

Note:  Copy and Paste will not work.   Please use the available fields in the box on the right to add to   
the body.   You may use the top as an example and you may also add additional information.  
You will also have to add/select each confirmation and enter body one at at time.  Once you have 
completed the set up you will have a total of 4 custom emails. 
 
Note:  If the custom email is not set up, your customer will not get their appt confirmation! 

 

To Edit an Appointment Block 

You may have many appointment blocks and give them names to distinguish one from another.   

If you would like to change the sort order of any of the columns on the Appointment Block screen, just 

click on any column title.  For instance, let’s say you want to view this screen with the most current 

Start Date listed first.  Just click on the Start Date column heading and the screen will refresh in 

descending order. 

To Edit existing data, click on the Edit button for the building you want to edit. 

http://appointments.cac.navy.mil/
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As you can see, the only field you can edit is the Appointment Block Name.  Since it is possible that 

people have already reserved appointments in your appointment block, you must delete the block, tell 

the system what to do with the reserved appointments, and re-create appointment blocks.  Click the 

Delete button to delete the appointment block and go through the Deletion screens.  You will be given 

a summary of what is about to happen.  In this example, you can see that by deleting the block you 

are impacting one scheduled appointment. 
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You can then, forcibly cancel the scheduled appointments, or choose to keep them.  If you forcibly 

cancel the scheduled appointments you will get the following confirmation screen: 

 

To Search for an Appointment Block 

Click on the Blocks button on the menu bar.  You will probably not use the search option if you only 

have access to one or two buildings but imagine if you were in charge of twenty-five buildings and 

needed a quick way to search for just one appointment block.  For this reason, the search option was 

created to assist in the location of a particular appointment block record. 

Site 

Select one or more sites to narrow your search. Since you are applying "search filters", selecting all 

filters is equal to selecting none. 

To select more than one site, hold the CTRL key and click the site using your mouse. 

Building 

Select more than one building to narrow your search.  Since you are applying ‘search filters’, 

selecting all filters is equal to selecting none. 

Search Filter 

To narrow your search of appointment block names, enter part of the name and click the Submit 

button.   
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Appointments 

To find, reschedule, cancel, or set up an appointment for one of your customers, click on the 

Appointments button on the Menu Bar. 

To Search for an Appointment by Name 

If a customer calls your office and cannot remember his appointment time you can help him find it 

using this feature.  When you want to search by the user’s name, click on the name hyperlink.  

 

 

Enter either the first name OR the last name of the user you are looking to find and click the Submit 

button.   

Note:   

Only future appointments for the name search are permitted.  Expired appointments will not 

be found in the name search.   

Use the buildings search option to reschedule users with expired appointments.  

 

 

Click on the Select button to edit the record. 
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See the To Edit an Appointment by Name section of the User’s Manual to learn how to Edit the 

customer’s demographics.  See the To Cancel an Appointment by Name section of the User’s Manual 

to learn how to Cancel the customer’s appointment.  See the To Reschedule an Appointment by 

Name section of the User’s Manual to learn how to Reschedule the customer’s appointment. 

To Search for an Appointment by Building 

When you want to search for an appointment by building, click on the building   hyperlink.  

 

 

First, click on the Site which contains the building you are searching for.  You can select sites you 

have access to from the dropdown list box. 

Then, click on the Next button.  Clicking on the Back button will return you to the previous screen. 

Next, click on the Building you want to access and then click the Next button to advance to the next 

page or the Back button to return to the previous screen. 
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The appointments screen for the Site and Building you requested is then displayed. 

The left side of the Appointments screen shows you by default, all appointments for the current day 

and month.  If this is not the day you want to add, change, or delete an appointment, use the calendar 

to advance to the day and month you want to use. 

To view only Open or Scheduled appointments, click on the appropriate selection on the View 

dropdown list box. 

 

To Reserve an Appointment by Building 

To reserve an appointment by building, click on the Appointments button on the Menu Bar, select 

the building option in the name or building search, select a site and building, and date. 

To add an appointment on the appointment/building screen, select the time slot you are interested in 

and click on the time hyperlink. 
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After selecting an appointment time, the next step is to complete the Appointment Detail screen. 

Complete the user’s information and click on the Add button.  The screen will then return to the 

Appointments screen and the new appointment is displayed. 

To Close an Appointment Slot by Building 

To close an appointment slot by building, click on the Appointments button on the Menu Bar, select 

the building option in the name or building search, select a site and building, and date. 

On the Appointment Detail screen, click on the Close Slot button to completely close the time slot 

displayed on the Appointment Detail screen.  This insures no one can be assigned to this 

appointment slot. 

Note:  This Close Slot button deletes the appointment time slot as soon as it is clicked.  No 

confirmation warning is given. 

  

 

To Edit an Appointment by Name 

To Edit an appointment by name, click on the Appointments button on the Menu Bar, select the 

name option. 

Then make changes to the record, edit the necessary fields on the Appointment Detail screen and 

click on the Update Demographics button. 
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To Cancel an Appointment by Name or Building 

Locate the record you want to cancel and click on the Cancel Appointment button. 

  

Note:  A reminder will appear to confirm you are about to cancel the displayed appointment. 

Click on the appropriate blocks at the bottom of the screen to Close the Slot, Send a Cancellation 

Email, complete the Cancellation Reason and add a Cancellation Note. 

To complete the process, click on the Okay button or click on Back to return to the previous screen. 
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To Reschedule an Appointment by Name or Building 

Locate the record you want to reschedule by clicking on the Appointments on the Menu Bar, 

selecting the name of the person you want to reschedule and click on the Reschedule Appointment 

button. 

 

This rescheduling screen displays a warning that you are about to reschedule an appointment and 

gives you directions to either click the Okay button to reschedule or the Cancel button to cancel the 

request. 

When making several requests and you want to skip the warning screen, click on the Do not show me 

this warning again block. 
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This rescheduling screen displays the current appointment information to validate what you are 

changing from.  Click on the Next button to continue to the next page. 

 

 

 

This screen shows what appointments are available.  Just click on the time hyperlink where you want 

to reschedule the customer. 
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The reschedule confirmation screen displays the customer’s old appointment and new appointment 

and gives options to completely close the old appointment slot and send a confirmation email of the 

change to the customer. 

Click on the Okay button to complete all changes and return to the Appointments screen where you 

can view the change has been completed. 

Click on the Back button to return to the previous screen to change the appointment time for the 

selected customer. 

Click on the Abandon Changes button to return to the Appointments screen with the customer in 

the original time slot and no customer is selected.  
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To Cancel Appointment Slots 

Locate the record(s) you want to cancel by clicking on the Appointments button on the Menu Bar.   

Click on the name or building hyperlink to proceed to the next screen. 

Locate the date and times(s) to cancel.   

Check the record boxes on the left side of the time(s). 

Click on the Cancel Selected button.  Click the Back button to return to the previous screen. 

 

 

 

 

This Group Appointment Cancellation screen warns you that you are about to cancel appointment 

slots and gives you options to confirm by clicking on the Okay button. 

Read the options on the screen and decide how you want to complete the group cancellation 

process. 

Click on the Notify Customer by Email box to notify customers about the change. 

Make sure that you have set up your custom email before you cancel any appointments.  Otherwise 

your customer will still show at the time of their appointment. 
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Users 

 

The Users button is used to: 

--Grant permissions 

--Assign Sites and Buildings 

--Edit, Update or Delete existing users 

 

To access the Users option, click on the Users button on the Menu Bar.                                         

The Users button displays the number of new users waiting for permissions to use the website. 

 

 

To display all users you have access to edit or change, leave the User’s Name block blank and click 

on the Submit button. 

Next, click on the Select button for the record you want to update. 
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Delete 

To Delete a User or make changes to a User’s Permissions, Sites, or Buildings, click on the 

appropriate button at the bottom of the User Edit screen.   

To edit a user’s name or email address go to the User Edit screen make changes, and click the 

Update button. 

 

 

Permissions 

Click on the Permissions button to edit or change a user’s access to system functions. 
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The User Permissions screen displays only those functions you can access. 

Click on the Submit button when completed adding or editing this screen. 

Note:  This user has access to all functions.  You cannot give yourself access; you can only 

take access away from your personal Permissions. 

When granting new users permissions, you can only give access for those functions for which 

you have access. 

Sites 

Click on the Sites button to edit or change a user’s access to sites. 

 

 

 
As a system administrator, you have access to ALL sites whether you created the sites or they were 

created by another administrator. 

If you choose to view all sites in screen dropdowns you should select all sites by clicking and holding 

the Shift key and clicking all sites and clicking the Submit button. 

Since having all sites displayed on your screen on a day to day occurrence may become 

cumbersome, you may want to revisit the Sites option and only turn on those sites you have interest 

in using. 
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Buildings 

Click on the Buildings button to edit or change a user’s access to buildings. 

 

 

 

Since buildings are directly ‘tied’ to sites, the list of buildings in the list have the corresponding site 

listed in parentheses next to the building. 
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Reports 

To access Reports, click on the Reports button on the Menu Bar. 

The Reports screen lists all reports you have access to view.  The User Permissions screen assigns 

access to a user’s list of reports. 

Click on the View hyperlink for the report you want to access. 

 

 

 

 

Select a Building from the dropdown list and a date and click on the View Report button. 

 

 

Here is a sample report 
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Formatting Reports 

 

To change the format of a report to Excel, PDF or other common formats, click on the Select a 

format dropdown list box, highlight the format you want to select, click on the Export hyperlink and 

either Open or Save the reformatted report for viewing or printing.  

 

Logoff 

The system will automatically Log you off after 20 minutes of inactivity or you may click on the Logoff 

button on the Menu Bar. 

 

 

 

The Logoff screen validates that you have been Logged out of the Appointment Scheduler. 
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Clicking on the Okay button will return you to the Consent Banner screen where you can reenter the 

website if you so desire. 

 

 

 

 

 

 


