
Virtual Appointment FAQ – Transfer Appointments

Do I have to set up an account for Microsoft Teams? 
No. As a Chapman Student you already have access or an account with your log-in information being 
your Chapman username and password. 

What is needed for a virtual appointment? 
A device that has audio, microphone, internet access capabilities, and possibly the ability to download 
the Microsoft Teams app. Please also have your Program Evaluation and Transfer Credit Report 
accessible with your appointment questions and goals ready. 

What do I do in case of connectivity issues? 
If you are experiencing connectivity issues on Teams before your appointment contact your advisor via 
email immediately to inform them. If you lose connection during your appointment, please try joining 
the digital meeting again via the meeting link in your confirmation email from Bookings. 

Do I need to have a webcam? 
No. Click the link that is listed in your appointment confirmation email from Bookings to join the Teams 
meeting. As long as your device has audio and microphone capabilities, you can see what your advisor is 
doing on the screen and just have audio on your end to communicate back. No need to have a 
webcam.  

Can I do the appointment on my cell phone? 
You are able to join the Teams meeting via cell phone only if you have the Microsoft Teams app installed 
on your phone. 

Do I need to have the desktop app installed on my computer to have the appointment? 
No. There is a web-based in-browser version of the Teams app. This option will come up when you click 
the link to join the meeting. Note that Apple’s Safari browser does not currently support the in-browser 
version of Microsoft Teams. Please make sure you have another browser installed (i.e. Google 
Chrome, Mozilla Firefox, Microsoft Edge) to use the application or download the free desktop 
app before your appointment. 

Are there differences between using the web browser-based version and the desktop app of 
Microsoft Teams? 
The standalone desktop app does have more functionality. For example, the app allows you to turn on 
captions, and allows you to share your screen on your end if there is something you would like to share 
with your advisor during the appointment. Having the app installed is preferred, though it is not a 
necessity for your appointment.  

There are no appointments available. What should I do? 
We will have appointments available 2 weeks out. If you do not see an appointment slot available, 
please check again the next day as additional appointments may be added.  

I am a parent. Can I schedule the appointment for my student? 
In accordance with our regular office policy, the students need to schedule the appointment and should 
have their questions prepared ahead of time. The student is best at determining whether or not they 



need an appointment with our office. During appointments, we will only speak with students unless 
they give permission to also speak with others present due to FERPA regulations. 

What if I just have a quick question. Do I need to schedule a full appointment? 
If you have a short question, there is no need to schedule an appointment.  
For these types of questions, you may email your advisor directly or join our virtual walk-ins. 


