
YOUR CONNECTABLE STUDENT APPOINTMENTS - 2022-23 SCHOOL YEAR 

 

 

Log in at southbendadulted.com, then click the dashboard symbol in the top left side of the screen. 

 

 

 

 

 

 

 

 

 

From the menu on the 
left, click Forms, then 
Entries.  To see 
appointment entries, 
select the appointment 
form at the top.  Look 
through the entries and 
take note that any names 
that are in bold are new 
entries that have come 
through, and any entries 
NOT in bold are old 
appointments that have 
already been recorded on 
the google sheet. 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

This is the line between 
new and old entries.  
Remember this student as 
the last new entry (in bold). 



Now go back to the side 
menu again and this time 
under right click 
Import/Export and select 
Open in a new tab.  

 

 

 

 

 

From the Export screen, 
make sure to select the 
appointment form from the 
dropdown, then check every 
box that contains 
information that you want 
to include in your 
spreadsheet export, as 
shown. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the date range that 
includes the first new entry 
(that you noted from the 
entries screen), then click 
Download Export File.  

 

 



Save the spreadsheet to your files, then format it in a way that makes the information easy for you.  You will want to then save it as 
an .xlsx file instead of the .csv unformatted file that comes with the export so that your formatting will remain.  See the tips below 
for quick formatting. 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
BEFORE FORMATTING: 
*You can delete 
the rows below 
the last name 
entry (the last 
name from the 
Entries screen 
that was in bold.) 
 

 

AFTER FORMATTING: 

 

 

 

 

 

 
 
Now you can copy 
and paste directly 
into your Google 
Appointment Sheet 
on the appropriate 
appointment tab.   
 
Don’t forget to 
include other details 
in the notes section. 
 
 
 

Click to create 
borders. 

Drag your borders enough to see 
the necessary information, or click 
Format, Autofit Column Width to 
make everything full width. 

Click a column you want to sort, 
then click Sort & Filter – Custom 
Sort to sort by the appointment 
columns. 



 
Now that your 
appointments 
have been added 
to your Google 
sheet, you can go 
back to the 
previous Form 
Entries tab, click 
the top checkbox 
to select all, then 
click Mark as 
Read under Bulk 
Actions.  Now 
you are ready for 
a new week of 
appointments! 

 
Each Thursday 
afternoon, the 
ConnectAble team 
will remove 
appointment 
choices for the 
following week so 
that you will have 
time to prepare 
for the students in 
the next week’s 
orientation.  Past 
dates will be 
removed by the 
ConnectAble team 
for you as well! 
 
 

 

 

 


