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Purpose

This document provides guidance on setting up your office hours in Spartan Success Network (SSN),
making appointments with students, and documenting outcomes. It is intended for staff members who
will manage a calendar in SSN to make, edit, and document student meetings.

Related Resources

For the latest FAQ and tips for using these features, please visit SSN Help by clicking the Help link to
the right of your profile link on your SSN Home page.

Browse the help library by navigating through topics on the left-hand side of the screen or use the
search bar at the top of the help library to search for answers to your questions.
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Important Definitions

Appointment: A documented set of details shared between a student and a calendar owner (e.g.
advisor, instructor) about a planned meeting. Students may only schedule appointments in the
future at times the calendar owner designates as available. Calendar owners and calendar managers,
can schedule future appointments, and create appointments to document past meetings.

Appointment Type: Grouping of appointment reasons and activities (i.e., SpeedNotes) that a
common set of roles can add and/or view. Your Spartan Success Network (SSN) administrator will
create appointment types and associated reasons and SpeedNotes that will be available to you based
on your role. You may be able to use appointment types to allow different groups of students to see
different office hours on your calendar.

Calendar attachment (iCal): Attachment to an emailed calendar invitation that allows a user to
accept or decline from his/her email client (e.g., Outlook, Google). iCal is the industry standard to
communicate meeting information between online calendaring software.

Calendar Manager: A SSN user who can see and edit another user’s SSN calendar. A calendar owner
can designate his/her own calendar managers by navigating to Profile > Appointment Preferences.
Or, a SSN Admin can batch upload these relationships.

Calendar Owner: The SSN user associated with a SSN calendar. The calendar owner can add office
hours and make appointments with students on his or her calendar. Only users with staff roles are
calendar owners. Students do not own calendars in SSN.

Group Session: Similar to Office Hours, but more than one student can sign up for this particular
block of time. The Calendar Owner decides how many students can sign up for each Group Session.

Meeting: A documented occurrence of a meeting between a student and a calendar owner (i.e.,
advisor, instructor) that includes details about the outcomes of the meeting. Calendar owners may
designate available times for walk-in meetings, or restrict availability to scheduled appointments
only. Students may only schedule appointments in the future at times the calendar owner
designates as available. Calendar owners and calendar managers, can schedule future
appointments, and create appointments to document past meetings.

Office Hours: Calendar owners can add blocks of time called “Office Hours” to their calendars to
indicate when they are available to meet with students. Calendar owners or calendar managers can
add appointments outside the blocks, but students can only self-schedule within the block. Office
Hours allow students to sign up for individual one-on-one slots within the time parameters entered
by the calendar owner.

Outcomes: Results of a meeting documented on the Outcomes tab of an Appointment in SSN.

SpeedNotes: Activity codes that provide an easy way for staff to document common outcomes of an
appointment. Specific SpeedNotes are set up by the institution per Appointment Type.
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How Spartan Success Network (SSN) Communicates with your Online
Calendar

SSN supports Two-Way Calendar Communication via email with most online calendars (e.g.,
Microsoft Outlook, Google, Entourage). As illustrated below in figure 1, when an appointment is
scheduled or updated in SSN, a calendar invitation email (with iCal attachment) is sent to both
parties (the student and the calendar owner) and users can accept or decline in their email client.

iCal attachment
invitation to meeting

External
calendar &
email client

accept/decline from
email client

Figure 1: Two-Way Calendar Communication

This two-way communication about SSN appointments is automatically available and requires no
additional integration or installation.

Important Note:

If your institution has integrated SSN with Exchange or Google, you should update your profile to
allow external appointments to be visible in SSN. Details are provided in the External Calendar

Integration section.

When the SSN Calendar is updated

SSN triggers an updated calendar invitation (iCal) to be sent to the calendar owner when a new or
updated block of time is available for student meetings (e.g. when office hours are added).

Both the student and the calendar owner will be sent an iCal when a student appointment is scheduled,
changed, or canceled.

Staff users can modify whether or not they receive these notifications in the Appointment Notifications

section of their Profiles. SSN highly recommends receiving email notifications for all changes as
illustrated below.

S5end me an email with a calendar attachment for every:

#| change to my appointments ¥/ change to my Office Hours/Group Sessions

When an invitation is canceled or declined

When you cancel or decline a SSN invitation from within your external calendar (e.g., Microsoft Outlook),
the cancel/decline is sent to SSN and is reflected on your SSN calendar. Note: you cannot modify SSN
appointments times in your external calendar. Only Accept, Cancel or Decline are
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reflected in SSN. You must elect to “send a response” when v Accept~
declining in order for SSN to be notified of the change. ? Tentativei

X Decline -
Users must have calendars that support calendar invitations and iCal Edit the Response before Sending
attachments, (e.g. Microsoft Outlook or Google Calendar) for this to Send the Response Now
work. De Mot Send #Response
Get ready for students

Before you begin taking appointments with students, you will want to personalize your profile, and set
up your availability via office hours or group sessions. Each of these tasks is covered in the sections that

follow.

Personalize your profile

Click your name in the top right corner of your Spartan Success
Network (SSN) Home page to open your Profile. Your profile has

Institutianal Fr

three tabs: Institutional Profile, Appointment Preferences and

Appaintment Preforonces

Email Notifications. Click the profile tab name to edit it. Setup for S

each tab is described below.

Edit Institutional Profile

INETIT e ) AFPOINTMENT SRS RCES VAL NOTIRCATIONS

=3

Yasmin Gold
Lagn Page . .o [ v]

o pedt

arvate "
..... Py 55 mvvmts srnt (ot Phmmr Ve ©

General Overview

My Blography

e ot | oot |

1. Use the “Upload photo” link to add a profile photo. (Your institution may already have added
one).

2. Update any contact information that is not pre-populated.
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3. If configured by your institution, you can provide an alternate
email address in addition to your institutional email for SSN

email notifications.

4. Write a description about yourself in the General Overview
and My Biography fields.

Instition Emai: yaarmin@sian shaohepe, edu

Aftnaata wasmin@gmal com

Frail
Send my correspondence 100

(1 Ingthaon Emall [ Alternate Emat (8 Boih

General Overview

A genars massage showld go hsre. Tall peopis how you can halp em Sunng your office hours

enlar for 14 years. In thal e | have helped a numiber of sludents with career decimiong, internahips

wrzs, | will giacty halp you with assignments and g3

my offica 've Dean with the McG
BCAon. among othet thing

1 wels slucents to
ard gracuats schvwol
nral="np.oaww starfiznas

6rs 85 well «3

lutfars com™Lear

My Biography
Use hus space 10 tell others 2000t yourssit. You can monde your e sucasons DACKIIOUNT, WOrK QIRSTANCE. areas ol research and study, or any oler informason that
wouEd be relevant 1o othars on campus Stludents a8 more likely 1o reach oul o you If they know 3 Mile about you

try aftor roecanving my FHD Moch of it was wilth the Smihisonian and the US Govemmuant. Al Excallent Uniestsity, | not only taach $eology

8 3oV 0r A he NeGraw Canter for 14 ye3rs

lﬁBest Practice: This is the information that students see when making an appointment with
you. A photo and personal information helps students put a face to a name and feel more

comfortable reaching out for help.

Click the Submit button at the top or bottom of the page to save your updates.

Edit Appointment Preferences

This tab defines defaults related to how students can interact with your office hours. Set your

preferences before you begin adding Office Hours.

Verify Basic preferences

1.

INSTITUTIONAL PROFILE APPOINTMENT PREFERENCES EMAIL NOTIFICATIONS
Basics
Piease chaose your default Set1ings 1or your offica hours bIocks, You ¢an change these whenever you ackt a blogk ot ottice nours.
Mimimum Appointmant fength 15 mirutss a
Schaduling dandline: & Nore
5:00 PM m the day efore the office hours
5:00AM B2 whadayof the offica nours
1 houns) batone the offios hours

Allow drap-ins after deadline has passed

Select a value for Minimum Appointment Length. SSN recommends 15 minutes. This will be
used as the default when you set up new Office Hours. (Your institution settings for specific
appointment reasons may override your selection when a student makes an appointment).

© 2015 Hobsons Inc. | Proprietary and Confidential
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2. Select a radio button and specify the specific value to define your Scheduling Deadline. The

deadline is imposed based on the start time of any office hour blocks vs.an individual time slot.
If set to ‘None,” a student may schedule an appointment with you right up to the time slot.

Check the box to “Allow drop-ins after deadline has passed” if you wish to include a note in
your calendar letting students know that they cannot schedule, but can walk in to your office
after the scheduling deadline has passed.

Add Locations

Add all possible meeting locations, including physical offices, phone numbers, chat services, or
anywhere else you might want to meet with students. When you build your calendar
availability/ add Office Hours, you will select which of these locations apply to each set of hours.

Click Add Location.

My Locations

Ervtar 1ocanons for your meetings with students, Mestings ¢an be in an office, online, over the phore. o anywhers else you libe

o

Type {onna . ame . Instroctions
(4] galia . "

Pheoe 103-955-1186 This phane number is for scheduled appaintments caly.

Office Lancks Hall, Room 1178

Select the type of location, enter a

descriptive name and enter any Add Location

relevant instructions.

* Type

Office

Students will see this information
when scheduling an appointment for
office hours that have been
designated for this location.

3. Click the Save button.

Repeat this process to add any
additional meeting locations.

* Name

Instructions

* Required fields

Advising Center North Rm 118

Sign in at the main deski

o] o

Use the edit icon (#”) to the right of any location in your list to make changes. Use the delete
icon (9) to the right of any location to remove it.

© Add Location

Type MNarme &

Office

Advising Center North Rm 118

Instructions

Sign in at the main desk

@
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Add Calendar Managers

In the Calendar Managers section of the Appointment Preferences tab of your profile, you can
designate other users who can see and edit your SSN calendar.

1. Click Add Calendar Manager.

Calendar Managers
Salect pecple to manage your calendar. Calendar managers can add and adit your office hows and aschadulea and edil sppaintments n your calendsr

© Add Calendar Manager

Calendar Manager =
Bokma, Laura
Goldfinger, Aunc

2. Begin typing a user’s name. Search results will begin _

to populate. had Calensar Monsges
. RE =
3. Select a user from the search results and click the =
Submit button. %)
Repeat these steps to add more calendar managers. eersne: m

You may return to this page of your Profile at any time to add or remove calendar managers.

Jordan, Grant giordani@stafishsollege. edu gjordan 5\?’“

Use the delete icon (circle with an x) to remove a calendar manager.

Important Note:

SSN Administrators can also assign calendar Managers. If you are unable to remove a calendar
manager from this area, contact your SSN Administrator.
Save Appointment Preferences

When you have made all desired edits to each of your Appointment Preferences profile
settings, click the Submit button at the bottom or top of the Appointment Preferences tab to

save your changes.
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Edit Email Notifications preferences

You can set preferences for email sent to you from SSN for both Appointments and Tracking
Items (e.g. flags, to-dos and referrals).

Verify Appointment Notification settings

Specify if and when you wish to receive Planning Reminders, Appointment Alerts, and calendar
attachments. Institution defaults will be used if you don’t update these options. Each of these is
described below:

INSTITUTIONAL PROTILE APPOINTMENT PREFERENCES EMAIL NOTIRCATIONS I

NOTE: o you do not recene Starfish email sotificalions wiven sxpacied, phaass make sure they are nol madked as SPAM

Appointments Notifications
Do not senc appoiniment nodhcations on weekends . §

Flanning Reminders S0 ME 3 SRS AN SOTAR NeMngE 1 £30h appointment
®: 36nd 0ne amiad mYnder with all appomtments
G0N S0 me an emasl rerander
Serdd Planning Reminders: | 1100 AM E the day of E‘. the appoimtments

Appointmenl Alers Send me an eml 15 g rmrates before the st of an appontment
Send me an emad with 3 calendar aRachmant for wery
VI change %0 my sppiniments (V] thangs (o my Ofice Mours/Group Sessions

| Read tusy imes tram my exdemal Google calenasr

kmportant In order for this setting 0 take affect, you mus2 share your private calendar ink with Starfisk. Cick hura for furthes instructions,

e Planning Reminders: Receive optional email reminder(s) sent separately for each of the
day’s appointments, in one email, or not at all. Specify the date and time for reminders.

e Appointment Alerts: Receive an optional email reminder sent a certain number of minutes
before the start of an appointment.

e Calendar Attachments: Receive emails with calendar attachments for schedule

l:leest Practice: It his highly recommended to keep both calendar attachment options
checked (change to my appointments and change to my Office Hours/Group Sessions). This
ensures that your external calendar (e.g., Outlook, Google, Entourage) receives all of the
latest information from your SSN calendar.

e Read busy times from my external Google (or Exchange) calendar: If your institution has
enabled integration with Google or Exchange, busy times from your external Google or
Exchange calendar can be displayed in SSN. Follow the “Click here” link for instructions to
complete your personalized setup.

See the External Calendar Integration section for more details.
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Update Tracking Item Notifications

Your SSN administrator has determined which items you will be emailed. Items that may
trigger an email to you are listed in the Flag Rules table below your notification options.

Flag Rules
Name Category Description
W) Health Counseling Referral ACADEMIC: REFERRAL Referral to the Health Counseling Office
* Strong Engagement ACADEMIC: KUDOS A kudo for terrific class participation.
[1] ™ icademic Concern - Urgent ACADEMIC: FLAG HIGH level of academic concern.
™ Artendance Concern ACADEMIC: FLAG Raise this flag for students who have missed 2 or more class
sessions in a row or 3 or more total class sessions in a term.
™ paying for College FINAMCIAL: FLAG Do you have a financial concern that might impact your
ability to stay at the institution?
™ Health Concern S0OCIAL: FLAG This student has been exhibiting signs of a health issue.
[ Reserve Assistive Technologies ~ ACADEMIC: TO_DO Disabled students who require assistive technologies to
romnlere course wark or arrend rlasses shauld reserve the
© An emergency rule, which means that you will be notified immediately when a tracking item is raised regardless of your notification
preferences.

You have the ability to customize how you receive those emails including whether you will
receive your notifications as a summary email of all recent activity or as individual email for each
item. As noted, items marked with the emergency notification icon (0) will be sent when raised
regardless of your settings.

You can also use a combination of both options.

Tracking Item Notifications

Send me a summary ema! of all tracking item activity:
Datly at |8:00 AM v
R4 Weekly on  Monday ﬁ at 500 AM a

Send me &n immediate emall whenever: an ltem IS raised an tem is desred M an ltem is assigned to me

1. Select either the Daily or Weekly summary option to receive one email at the frequency
specified with all relevant activity since the previous summary. Specify the time of day (for daily)
or day of week and time of day (weekly).

2. Select the checkbox for each event for which you want an immediate individual email to be sent
to you. Events include when an item is raised (or created) when an item is cleared (or closed)
and when an item is assigned to you.

lﬁBest Practice: Combine a daily summary (typically first thing in the morning to ensure it is
inclusive of any system-raised flags that were processed overnight) with an immediate email
when an item is assigned to you.

Save Email Notification preferences

Click the Submit button in the top or bottom right of the Email Notifications page to submit any
changes you have made for appointment notifications or tracking item notifications.
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Establish your availability

Students can only schedule an appointment at times you indicate are available by adding office hours or

group sessions. There are three ways you can add office hours: use the Office Hours Setup Wizard for
quick initial setup, use the Add Office Hours button to add additional blocks at any time, or use the

Scheduling Wizard to setup multiple office hour blocks that don’t follow a consistent recurrence.

Create an office hour block with the Office Hours Setup Wizard

The first time you log in to SSN the Office Hours Setup Wizard will display if you have a role

that can be a calendar owner. Use the wizard to quickly create appointment availability.

Complete the fields presented to specify:

What day(s) do you have office
hours? - check the boxes for each
day.

What time are your office hours?
- enter a start and end time.

Where are they? - select the Type
of setting and enter the Details in
the field provided (e.g. the
building and room number of
your office).

If relevant, provide Instructions
for students who make
appointments with you.

Office Hours Setup Wizard

 your office hours donY repeat weekly Chor Ny

Go ahead and get started by adding one tsme block for now! You can always add
more later.

1. What dayis) 6o you !

Where are thay

Type in an offics E
Detags

matiuctons

V! Show me Mis OMce Hows Selup Page again nead ime 10gin 1) Sont have any Ofce
Houwts

Click the Set up Office Hours button
to save your office hours.

A confirmation message will display on the screen.

Thank you for turning on Office Hours!

e To personalize your profile, add locations
and other preference, click Go to
Profile>>

e To add additional office hours, group

sessions, reserved time, or to start

You can complete your profile and preferances by going to your Profile.
Go to Profile==
You can add more blocks or edit your office hours by going to your calendar.

Go to Calendar==

-

adding appointments, click Go to Calendar >>.

Note: If you choose not to complete the wizard now, but want to use it later, check the box

labeled “Show me this Office Hours Setup Page again”, and then click the Close button.

© 2015 Hobsons Inc. | Proprietary and Confidential
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Add Office Hours

The Add Office Hours option is meant for setting up a recurring block of time on a regular
pattern such as weekly or daily at a certain time. If you want to set up a group of Office Hours
that are less structured, use the Scheduling Wizard.

1. Click the Add Office Hours button on your SSN Home page or
Appointments page.

Home Appointments ¥

(% Add Office Hours |

This opens the Add Office Hour form.

Add Office Hour mm

-~

Calendar My Calendar
Title Dr. Gold's Major Advisar
What day(s)? Every Tues. and Thurs. u Repeats every: |1 u week(s)

Repeaton: [ ] Mon Tue [|Wed Thu [JFri [JSat []Sun
What time? 9:00 AM o [11:30 AM

Where? Mote: You may select more than one location to give students a choice.
Advising Center North Rm 118
sign in at the front desk

Virtual Conference Room
Dial 887-000-1444 and use your student ID os the poss code.

2. Enter aTitle (name) for this block of time. Students will see this name when they view your
calendar. The title will also help your or others managing your calendar identify different types
of office hours.

3. Select What day(s)? and indicate any recurrence (e.g. Repeats every 1 week).

4. Use the What time? fields to enter the start and end time for the office hours.

Important Note:

Once this office hour block is saved, you will not be able to edit the days on which the office hours
occur or the type of frequency (e.g. weekly) but you will be able to edit how often the block recurs
(e.g. 1 week vs. 2 weeks) and the specific times available.

5. Select Where? meetings will be held using the checkbox(es) next to your location(s). If you
choose more than one location, the student will be able to choose his/her preferred location for
the meeting. To add additional locations options, go to the Appointments Preference page of
your profile.
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Office Hour Type @ Scheduled And Walk-ins
How long? 15 minutes minimum appointment length
15 minutes maximum appointment length
Appeointment Types Select the types of meetings you will have in these office hours,
Ad‘.risinglj Departmental QOverview
O Tutoring

6. Select the Office Hour Type for meetings you will take during this block.

e Select Scheduled And Walk-ins if you will be using the kiosk/waiting room features, and you
plan to take walk-ins between appointments.

e Select Scheduled Appointments Only if you will not take any walk-ins.

e Select Walk-ins Only to show the time as available to students, but disallow anyone from
making advance appointments

7. Select How long? meetings can be by selecting a minimum and maximum duration. If the
minimum and maximum are identical, the student will not be given a choice of duration. Note
that institution settings for specific appointment reasons, may override your settings.

8. If your role has permissions to add more than one Appointment Type, you will see checkboxes
that allow you to select which types apply to this block of time. Appointment Types dictate:
1) which students can schedule during this time (based on the role that connects you),

2) the appointment reasons shown to students,
3) which SpeedNotes will display, and
4) which roles can view the appointment and its notes.

. . . ., . .
Note: An appointment type with the recurrence icon (= ) indicates an appointment that
recurs on the same date and time for the duration of the term.

9. Use the Instructions box to enter
INSTRUTTIONS BTART/END DATE

instructions to students
. X . . Thiese will be sent 10 anyone who makes &9 appaintmant

scheduling with you during this

block of time. Instructions are

required for blocks that allow

Walk-ins.

10. Optionally, click the Start/End Date tab to set a time frame for a repeating office hour block. For
the End Date, you may choose: Never, End of Term, on a specified date, or after a specified
number of occurrences.

11. Click the Submit button at the top or bottom of the Add Office Hours form to save your Office
Hour block.
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Edit or Cancel office hours

Edit or cancel a series of office hours from the Agenda tab in the Appointments section of

SSN.
YU wve  p— - et
" T LRl
" - :- Gokd, Yaamin
B -

Meatngs o Today Fematedty

19 Tocuy w1 900 we o ) i

&
Edit office hours

1. Hover over the office hours menu icon (C}) next to an office hour title to open the Office Hours
pop up card.

2. Select Edit Office Hours to modify: the frequency of the office Availability
hour block’s recurrence, the time of day, locations, office hour ot Hen

types, minimum and maximum duration of appointments,

2 E-1E-2015 At T4TS pm

appointment types, instructions, or a start/end date of the O b e it o

series.

# Bt B Carml =~ ) walin

3. Click the Submit button on the Edit Appointment form to
save your changes.

Notes: You cannot edit the days of the week or the nature of the recurrence (e.g. weekly).

You cannot modify the time range for a single occurrence of an office hour. Selecting Edit Office
Hours will modify all occurrences of this set of office hours. To reduce availability within an
office hour block on a specific day, add reserved time to cover the part of the office hours you

want to remove from availability.

. . Availability
Cancel a series of office hours

L Office Hours

1. Hover over the office hours icon (G}) next to an office hour
title to open the Office Hours pop up card.

© 08.10.2015 at 2:25 pm
9 Advieng Center North Rm 118

2. Click Cancel, then click “The entire series” to cancel all

occurrences of the office hour block. You will be prompted to
O Carxel = | © Walkm

confirm the date from which to cancel the series, and to add »
£ Mstthis one

|~ "
o The eKJn: series
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a message that will be sent to anyone who had time scheduled with you during the office hours

you are canceling.

3. Click the Submit button on the Cancel Series e
Cancel Series Confirmation m m

* Dute

Confirmation form to cancel the office hour block.

lﬁBest Practice: include an explanation and provide Messige
guidance on how to reschedule or connect to other
available resources.

Cancel a single occurrence of an office hour block

Cancel an individual occurrence of an office hour series from the Day tab of your Appointments
section of SSN. Use the mini calendar on the left to select the desired day.

. Sapiuntsr 2015 - ’
$ M T W T )
I 4 %

1
@ 7 8 9 X 12
15

3 " v@o Fri, 08182015 « »
20 21 02 DM 26

T M 8 X
[ Tosey | — il
O M
O O OB-1a-2015 ot 400 pem
O AN ¢ \Vvua Conference Rnom

O cCmmnl =

£52 Just the oo

600 g ool
< Themntre serles

1. Hover over the icon associated with the block of hours for the selected day ().

2. Click Cancel, from the pop up card that is displayed then select “Just this one” to cancel office
hours for the selected day. You will be prompted to confirm the cancellation and can add a note
that will be included in an email to those whose appointments are canceled.

@Best Practice: include an explanation and e x|

provide guidance on how to reschedule or Delete Office Hours  Hovar ine | subeit
connect to other available resources. Do you want to delete this affice hours occutrence?

4}

3. Click the Submit button to cancel the Office
Hour occurrence.

| N & Sty smprpency woG seed tn hisad it ey todey vo | wit nat be abie to deep

o PRING Plhiit g0 L0 SUaTish s DCk 30 dvilalin Lime SI1 Ieat weet

o
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Add less structured office hours (Scheduling Wizard)

Students can only schedule an appointment at times you indicate are available by adding office
hours or group sessions. The Add Office Hours option is geared toward setting up a recurring
block of time on a regular pattern such as weekly or daily at a certain time. If you want to set up

a group of Office Hours that are less structured, use the Scheduling Wizard.

l:.bBest Practice: This feature is particularly useful for advising rush weeks, midterm course
meetings, or other scenarios where you need to hold several different office hour sessions for
students within a week or two.

1. Click the Scheduling Wizard button from your SSN Home £ YasminGold ~

page or Appointments page. E——
["&Reserve Time | ¥ A Scheduling Wizard [

2. Complete the first page of the scheduling wizard by entering
the Title, location (Where?), duration (How long?), Appointment Types and Instructions that
should be applied to all of the office hour blocks that are to be created. (You will find additional
descriptions of these fields in the Add Office Hours section).

Note: Any office hour block that does not share these details must be created separately.

To get warred specfy the ttde. locanan. and nther settin or e office hour blocks you are remng o
x peary j =] Y TP

Cortinue 10 step 2 i1 the wizard 1o 3mup the days sod tmes for the week's cf¥ce baurs
Enver the informanan shet should be spglied ta the office hour Blocks. Note that sl blocts crested in s3ep 2 of this wizsrd wik use the

informaton you spectfy here

Tithe

Whern? iore: You My select mare i
¥ Anders Mk, Room 301
Plecse cheok i with the fromt desk
Call 703-555-1111

Flease cof me ar pour sOTeAed nme

Haw leng? 5 mnuces u rimum sppontmen length

Jm sopcimTment lengsh

Appelntmwat Types

Imstructiony

These wil be wzbie to anyone who makes an agpcimment

3. Click the Next button
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4. The date and time page of the wizard is displayed using a Monday through Friday grid for the
current week. The date range is displayed in the top right corner of the grid.

P gk 2Mie Yo books for ite teletied weel

[+] < (] : o <

5. Use the <> controls to the right of the date range to navigate to the week in which you want to
begin scheduling the office hours.

6. Inthe selected week, enter the start and end times for each block in the appropriate day
columns. You can schedule multiple office hour blocks on any day within the week.

If you need to schedule more than three blocks on any day, select the “Add Another Block” link
in the column for that day.

7. To add blocks to another week, use the < > controls to move to the next week. Don't click finish
until you've entered all of the blocks!

8. Click the Finish button to create all of the office hour blocks. A summary will be presented.

¥ras v wacked bigcio e tre folizeeng mes;

B 03-05-2014 Eom 100 s o 32 am

9. The summary will include a list of hours that could not be created due to conflicts between the
blocks you specified and existing calendar items. Make a note of failed blocks before clicking
Finish to exit the wizard.
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Add a Group Session

Group sessions allow you to create blocks of time in which a specified number of students can
meet with you as a group. The steps are similar to adding office hours but include selections that

are specific to group sessions.

1. Click the Add Group Session button
from the Home page or

Home Appointments v Students -

Appointments page. GE,Add Office Hours &'5 Add Appointment | ?‘5 AS"LEJ Group Session |

This opens the Add Group Session form

e
Add Group Session m m

Lal
Title Calculus Workgroup

When? Weekly u Repeats every: 1 u weelk(s)
Repeat on: Mon [JTue [JWed [Thu [JFri []Sat []Sun
What time? 11:00 AM w (12:00 PM

Where? (®) Advising Center North Rm 118
sign in at the front desk

() Virtal Conference Room
Dial 887-000-1444 and use your student I as the pass code.

2. Enter aTitle (name) for this group session. Students will see this name when they view your
calendar.

3. Select When? the group session will occur and select the recurrence (e.g. Repeats every 1

week).

4. Use the What time? fields to enter the start and end time for the group session.

Important Note:

Once the group session is saved, you will not be able to edit the days on which the session occurs
or the type of frequency (e.g. weekly) but you will be able to edit how often the block recurs (e.g. 1
week vs. 2 weeks) and the specific times.

5. Select Where? meetings will be held. To add additional locations options, go to the
Appointments Preference page of your profile. Only one location can be selected for a group

session.
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Reason supplermnental instruction
How many students? &
Enter the maximum number of students that can sign up for the session.

Allow students to see other students who have signed up

[] Support supplemental instruction

Restrict the session to students in the same section or course. Note that the selecred reason controls
whether restriction is limited to the same course or section.

INSTRUCTIONS START/END DATE

These will be sent te anyone who makes an appointment

Submit your discussion responses by Friday at noon

. —l

6. Select the reason associated with this group session. Reasons listed are those associated with

the Appointment Types your role has permission to add. If you don’t find the reason you

expected, contact your SSN administrator.
7. Enter how many students (maximum) can sign up for the session.

8. If students should be able to see the names of other students who have signed up for the
session, check the box labeled “Allow students to see other students who have signed up”.

9. If this group session should be limited to students in the same course/ course section, check the
box labeled “Support supplemental instruction”. When this option is checked, participants will
be limited to the course/course section selected by the first student who signs up.

Important Note:

The supplemental instruction option is most often used with Tutoring Service Calendars. The
restriction may be either course or course section based (e.g. restricted to Biology 101 students, or
to Biology 101, section 02 students). This depends on options your SSN administrator set for

the appointment type associated with your group session reason. Contact your SSN Admin to
learn more about this option.

10. Use the Instructions box for information that should be shared with students who sign up.

11. Click the Start/End Date tab to designate a time frame for the group session if it recurs (as set in
step 3 above). For the End Date, you may choose: Never, End of Term, on a specified date, or
after a specified number of occurrences.

12. Click the Submit button at the top or bottom of the form to save your Group Session.
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Edit or cancel a group session

Existing group sessions will display on your Agenda tab within the Appointments section of

SSN.

n». Gold, Yasmin

-
=

 ——— Meetings on 09-21-2015

S e * |

e - LI M RN
[ R e
Catontery | whenage

U oeNnante m Tt am

Mea Shide o e

Avallatsiny
Aesnrmd (¥ v s
f "
]
R

B S
Vot 18 L
- 133 s

P )
ey 14w

Edit a group session

1. Hover over the group session icon ('a'I ) to open the
group session pop up card.

2. Click Edit on the pop up card You can edit the
frequency of recurrence, time of day, location,
reason, number of participants, visibility of students,
instructions and the series start/end date.

LLaicuius Weekgreup
Cadculus Workgroup

S 031420151 11083, Participants
¥ Adutisg Corw North B 118
W Sout of 6 Spots valinke
O Suamit your decussion responses
by Sritay ot coon

Wrwepans 2 ER | O Outomes O Canesl - v

Note: You cannot edit the days or the nature of the recurrence (e.g. weekly). Some changes are

prevented after students have signed up.

3. Click the Submit button to save your Edit Group Session form.

Cancel a group session

1. Hover over the group session menu icon ('ﬂl ) to open
the group session pop up card.

2. Select Cancel, “The entire series” to cancel all
occurrences of the group session. You will be prompted
to confirm the date from which to cancel the series,
and can add a note that will be included in an email to
those whose sessions are canceled.

3. Click the Submit button to cancel the group session
series.

I Fabeubss Workgraug
Calculus Workgroop

D 0%313015 41 1100 am Particiunty
9 Advisng Cermer MNormd ®m 118
W 3 out of § tpets svnietse
0 Schmt pour EECOESOnN MSpares
Ty Fricley o noon

Eranipeonn S 2 O Oucoes O Cincet o Viewm

G o thes ore

o7
o ‘Mnau series

Cancal Series Conflrmation m m
Marege WS My gty N2 catehieg Dur ot el OvC Lawretod u Maae i
e L T r——
YOL £ BARE A TVETLARY 1D DASPM W AFPCEFTISTIE SapAl FIg WY
yru tancehad ther aMoe Rour e
Prne ncow thet tha ad saiv ofierr AuTy M o
)
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Cancel a single occurrence of a group session

You can cancel an individual occurrence of a group session series from the Day tab of the

Appointments section of SSN. Use the mini calendar on the left to select the desired day.

1. Hover over the edit icon associated with the group session for the selected day (EE).
Oz ) ) ry i EgE
Group Senier: § oue of Sapots sealable 6 Lurap T e
QBN 1100 e
¥ Acvmng Comer Sah An 1 1A
W 00w of 8300t vt
B LTVt par TRLETTN (PG
Iy Py o oy
o Ll Otimw » = vaw
: bart v f—
2. Select Cancel, “Just this one” from the Group Session pop up card to cancel session for the
selected day.
3. Youwill be promptedto confirm the g
cancellation, and can add a note that will
) ! _ Delete Group Session [ sovar waing | sutenss |
be included in an email to those whose
. . Do you want to delete this proup session occurrence?
session is canceled.
Lh 3ooointT it €
@Best Practice: inCIude an eXplanation Our ':.m.h\v meeting rooem wis fioooed avermight 5o we will not be able 10 meet this
. . wesx |
and provide guidance on how to
reschedule a session or connect to other
available resources.
4' ClICk the Submit bUttOﬂ to delete the é

group session occurrence.
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Manage group session participants

You can add or remove participants in an individual group session using the Manage
Participants link on the Day view of the group session.

Agenda Day Week Schedule

10:00 am

11:00am Group Session: 6 out of 6 spots available 8% Manﬁe Participants

12:00 pm

1:00 prn

1. Select Manage Participants.

2. Search for a student by typing his/her name into the Add participant field, then click the Add
button to add the student to the list of participants.

Manage Session Participants for Calculus m m
Workgroup 11:00 am 08.25-2014
PARTICIPANTS OUTCOMES SPEEDNOTES

There are 0 of 0 spobe availatie

Add parvcipast: | mad | uid |

Bames. e J

Course:

JOW OSSR St AT
S kj

Seaslon Farticipants « T Emal Course Tools

ABd EaITH DT, -_-',r':lz:_.la:':-:- u ?
J

LCiomrse Gietact a Coureg n >

Repeat this process for each student you want to add.
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To remove a participant, click the delete icon ( ﬂ) associated with the student’s name under
the Tools column.

|
| Manage Session Participants for Calculus m :
| Workgroup 11:00 am 05.14-2015
Participans Dutczrses
: Thers arw 5 of B oty aihane
prepe— v o
Courna
Saszen fenonenn o traal Coune Tose
Borned [aree OISt st TONS Com Wo course 9
'

3. When you are finished with your participant updates, click the Submit button to save your
changes.

Reserve time on your calendar

Use the Reserve Time option to show time on your calendar as unavailable to avoid creation of
an appointment during that time.

1. Click the Reserve Time button from the action bar on your Home page or Appointments page.

Home Appointments Students -

(s Add Office Hours || 5 Add Appointment || 423 Add Group Session || # Scheduling Wizard | ) Reserveﬂﬂme | |

2. Fill out the Reserve Time form to
include a description of the reserved

Reserve Time

block, the date and time of
occurrence. If the block recurs each
week, use the “Repeat Weekly Until”
checkbox to indicate a weekly
recurrence, and select the end date
for the block using the date picker
provided.

3. Click the Submit button to add the
reserved time to your calendar.

Select the start and end time to block offime in your calendar as being
unavailable for appointments.

Calendar My Calendar
Description | Class Prep

When 08-25-2014 ==

9:00 AW to | 3:30 AN |

it | suomi

Repeat Weekly Until

12-15-2014 =
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Make and manage Appointments

Students may only schedule appointments with you during times you have designated as available,
either through your office hours or group sessions.

Calendar owners and their designated calendar managers can add appointments wherever they choose
with a few exceptions:

e You cannot overlap a reserved time: If you use the Reserve Time feature to block time on
your calendar, you will not be able to add an appointment in the time occupied by the
reserved time without first removing the reserved time from your calendar.

e You cannot overlap a group session: you cannot add an individual appointment that
overlaps with a group session previously added to on your calendar.

e You cannot overlap an external hold: If your Spartan Success Network (SSN) calendar is
integrated with an external calendar via Exchange or Google integration, you will find “External

Holds” on your calendar. These represent items that exist on your other calendar (Outlook or
Google). You will not be able to add appointments that conflict with external holds on your SSN
calendar.

Add, edit, or cancel appointments on your SSN calendar

Add an appointment to the calendar

1. Initiate a new appointment using either of these options:
e C(Click the Add Appointment button from your Home or Appointments page.

e C(lick the sign up icon (ﬂ) for an existing office hour slot using the Day or Week view of your
calendar on the Appointments page.

Appointment Tools * (% Add Office Hours { £8 Add Appointment
< August 2014 v

AGENDA DAY WEEK SCHEDULE

Tue, 08-26-2014¢ »

= A
10 11 12 13 14 1

17 18 19 20 21 22 23 !
Click 1o slar
28 25 26 27 28 29 30 zj el

31 Click to sign u
© Click 1o sign up
Calendar Manager y
Appointment Types A
11.00 AM Chek 1o sign up
All Appointments m O ci gn ug
] Avaitable Only © Click to sian up
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This opens the Add Appointment form

Add Appointment m m

SCHEDULING OUICOMES SPELDNOTES

Calendar Ny Calencar

* W 10 Q Search W A0 Ims ARNrms
. Whan - Shugant Ioe Detaited Descnigibon
oosesres 4

* Whare ol \
* Reastn

Course

Enter 3 dalahed Jes2phion 000t the appontmant This &= dewadh
Samng & Shares Pricste Sy YOU and e Slodert with wham the arpoartmant is made

M Fem 10 Pleane select 3 raa200 10 S0 Who Slxe (AN Gw e shared scpominert

* Requreafeios

Wt | st

2. Begin typing the name of the desired student into the With drop down list box. SSN will find
matching students with whom you have a relationship. Select the desired student from the list.

If you start the appointment from an existing office hour block, the “appointment types” setting

in that block may further limit the students available in your list.

3. If you used the Add Appointment button rather than selecting an existing time slot, specify
when the meeting will take place (date, start time, end time).

4. Select the desired location from the options available in the When drop down list.

5. Select a Reason for the meeting. The reasons available are based on the student you selected
and the appointment types that you have access to in your role/ relationship with that student.

If you have selected a timeslot from a set of existing office hours, the reasons will be further
limited to those associated with the appointment types settings for the office hours.

Important Note:

Each reason is tied to an appointment type. Each appointment type defines which roles may
view or modify an appointment of this type, and what SpeedNotes will be available. Once you
choose a reason, information about which other roles have permission to see the appointment
will be shown in the section labeled Permissions ( @ Permissions:),

6. If relevant to the meeting and permitted by your role, select a Course from the list presented.

7. Select a radio button for Sharing to either make the appointment Shared (roles listed in the
Permissions area for this student can see the appointment and its outcomes) or Private (only
the person with whom the appointment is made can see it).
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8. Type a Detailed Description for the meeting that will be visible/emailed to you and the student.

lﬁBest Practice: This is optional but recommended to set expectations for the meeting.
9. Click the Submit button to schedule the meeting.

——
Add Appaintment m m

SCHRERUL G CUTCOME § SPEEDNITES

Catesgar b Cownca

- 200 0 ﬂ Sasrcs  § ACHO RO e
. Pt BIG50 C 320 W N Daiaged Nercymon
LATA1a0a 4 haon 1 pour plass S T COMIRG demr) a0 ke
* WhEre  Advtag Cathe Modh fiss 11 u 1 bt Gty will) (500 ed e 41 (RCRA1E Nady
v persan remA TS
. Roason  Mie-legabanes ﬂ
Conrss b Counie g

Enter 3 detaded 2eamison abagt I JopoinimaT This iv wewatie
Sharmg @ S Frves By OU N0 th SEI00T WY WG TG 20L0ME B MO

Q.‘.. PR Paogle with 100 MOWOF (066 ey Da 20 1 503 DS D) FR0y hatvw & relnd LU UL L
® Parrary Adaam

. Maguied el

e

The appointment will appear on the calendar owner’s calendar in the selected date and time.

Home Appointments «

Appaintment Toois € | (@ Add Ofice Hours | £ Add Appomtment
‘ August2014 v »
S M T W T F S AGENDA DAy WEEK SCHEDULE
1 2 :
< Tue, 08-26-2014¢ »
3 4 5 6 7T 8 9

09:.00 AM ~
10 11 12 13 14 15 16

17 18 19 20 21 22 22
24 25 26 21 28 20 30

© DrGold's Advising Hours |
| &% Student, o€ (%:30 am)
O Clioxio sign up

- 10.00 AM O Click'to sign up
! O Click to =ign up
Calendar Manager © Click o sign up
A tment T ~ O Cliek to ign up
u 1109 AM © Ciick 10 sign up
All Appointments
p, Q Clicx 10 3ign up |
[7) Avaitabie Onty G o Ao v

The appointment is also available from the calendar owner’s Home page on the Appointments
and Recent Changes channel.

£l Sywew dreepwmmerrt

Velcome Back

Besare Ouanges -

Yuw 48ty B Dwpt e ncuas B
W T A T Lt TR DT 210

o’.munm-: - wp I 14200
bl oo ot ki g

. Comwt St A, s Tedey 408 e
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The appointment will also appear on the Meetings tab of the student folder for anyone that has

permission to view the appointment. If you included a detailed description, it will be listed on

the Meetings tab.

Dws | Tew
B 05 RSenn o 40 e Kave
% 1377354 o £20 2w Povon
s 48 a0 100 AN NSO
o OBIREA M S 70 MY Apoe
s R ae-205%ta et ADT4 M

Raaace

Longrete Wesdava
Darwra Ao et
e rmperye
Gz Succes e
(R T

Scachomd by
Y Gos
Vo e
Yourwn Qo
Yuarn Goc
Yo O

T - Commmmnt: DA0utond Jow's CAhrge SN Goig ©8 serspns Sur D0 T (it & mids. ahd S (g
| B S G 13 Fveetgn & Yo fchie work mhet e Wil e Doon 3 mee 4 e toukd e TG CHos

Comirhpom L (5 & K060 0 100 B Do Th (M W Gl P G s G T (nr ) ) o T et vy )
Bt adl o X ot )

wn == 22

Yauren oz A vary Camm e Rer. |
e Gl Nre B ame —

Verrs Qe W Comhwwnex foom
B Satr, Gioer - Soare. 322 My
Prrw o Advinin) G S e |

FRaRits OMies e CINEM. H w
= Themsas

Both the student and calendar owner will receive an email with an iCal attachment for any

future appointments. Appointments created to document prior meetings will not send an email.

If you do not receive an email, check your Email Notification settings.

1.4 lar <cal

You have an appoirtment with Yasmin Gold on 872672084 230 AM EDT

Requiced  joestar oy fishoolinge oo

Wien Tueacda

Lt wliisny =L

Hi Joe,

Please fmd below detmbs to the appomiment that has been scheduled

Scheduled By: Yamnm Gold
Meeting With: Yasmm Gold and Joe Studem
Diate: 8262014 930 AMEDT

Location: Advising Center North Fm 118 (sign m st the front desk)

Reason for Meeting: Pre-registration

Instructioms: Walk-ins should sign m to the Kiosk and wait to be called.
Description: Let's take a look at vour plans for the comdng term and make suse you
aren't overboading with courses that all requere beavy @ person requiremedits

Modify scheduling details of an appointment

Hover over the Appointment icon (E ) associated
with an appointment to open the pop up card and
make updates. The appointment is available from
your calendar, the Appointments or Recent Changes
channels on your Home page, or from the student
folder Meetings tab.

From the Appointments pop up card you can edit the

s New Appointment: ot loe 0B-26-2014 a1 300 1)

DETAILS FOEON INVG

@ on 05262018 ¢ 330 4m

9 Advriieg Cartwr Norsh Bm 118

O LTS T8 3 Jo0k 3 your pland N the Coseng Tem
203 make pare you prent overigading weh courses
That ok 1EGLITE Imany I Parain retra sTrents

© Ouiremes

scheduling details of an upcoming appointment and add or edit outcome details. If configured

on your SSN system, you may be able to use SpeedNotes

You can also cancel an appointment from this menu.

to document common outcomes.
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2. Select Edit from the Appointment pop up card to bring up the Scheduling tab of the Edit
Appointment form. From here, you can edit appointment scheduling details including:

e  When and Where the meeting will occur.

e The Reason associated with the meeting.
Note: This may impact who else can view the meeting, and which SpeedNotes will be
available for documenting outcomes.

e The Course associated with the appointment. (optional)

e The Sharing setting for the meeting. Select private if only you, your calendar manager and
the student should see this meeting. A shared meeting will be visible to those with a role
that has access to the appointment type and a relationship to the student. These roles are

noted in the Permissions section of the form (@& Permissions:),

e Detailed Description that is shared with the student and documented on the Meetings tab
of the student folder (optional but recommended).

e
Edit Appointment m m

SCHEDULING QUTCOMES SPEEDNOTES

Calendar Ny Calenan

. Y &
« Vimen 202012 = | 1000 AN w110 15 Al Detailed Description
o
3 ma ten and
* Vimere Adwsing Cantse North Rm 118 g hat 38 rsgu
In pa!
* Reasca  Pre-regeatragon E
Course NG Courss v
Enter a detated description about e appoiniment This I5 Wawabla
Shanng (e Snarea Privane By 100 Snd e Budent with whom fie appoirdmant & made
B Perminsions: People wih the lobowng roles may be able 10 sae s sppointmsn If ey have & rstafionahip with Te stedearia)

® Primary A4500

& Required felds

oyecmng | svaen

3. Click the Submit button to save changes.

An updated iCalendar (iCal) attachment will be emailed to the student. The calendar owner will
also receive the updated iCal if the calendar owner’s email notificaitons preferences are set to

notify when changes are made to an existing appointment (recommended).
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Document outcomes from a meeting
1. Hover over the Appointment icon (m ) associated with an appointment.

2. Select Outcomes from the Appointment pop up card to bring up the Outcomes tab of the Edit
Appointment form.

e}
Edit Appointment m m

SCHEDULING OUTCORES SPEEDNOTE S

Date 08-26-2014 @ 1o 10 | 10.29 Al

Antendance | Student messe0 appointment

nges with being on campus Mo than J days 3 wesk, ang how this Impscs cholces 5
0 myesbgale 3 more flasibie work scneduse weh hia boas (o cee I he coolO take momeng

Commants are notes abeul e appoiniment, wewabie only by yoii 3nd ofer pecpie with whom 18 appeointment |8 shared
These netes can be edifed only By you before or after the appointment for record-keeping purposes

Emall [¥] Send 3 copy of note 1o student

a Permissions: People wih the fobowing roles may Se atie o see this appeintmend If Bhey have arelatonship with the studerts)

® Primaty Advisor

3. Capture the meeting’s actual start and end time next to the Date.

4. |If the student is a no-show for a meeting, check the Attendance box labeled “Student missed

appointment”.
Note: Depending on your institution’s settings, this may trigger an email to the student.

5. Add your notes into the Comments box.
Note: Click the Email check box labeled “Send a copy of note to student” if your comments

should be shared with the student via email.
6. Click the Submit button to save your updates.

Your updates will be available in the student folder on the Meetings tab for this appointment.
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Use SpeedNotes to document common outcomes

SpeedNotes are preconfigured appointment activities that can be checked off to quickly capture
recurring meeting outcomes.

If SpeedNotes exist for any appointment types in your
SSN system, the SpeedNotes tab is available whenever
the Edit Appointment form is open. SCHEDULING ~ OUTCOMES SPE[g)NDTES

Edit Appointment

If the selected appointment type has no SpeedNotes
associated with it, the tab contents will be blank.

Important Note:

The reason selected for your appointment on the Scheduling tab is connected to an
appointment type, and that appointment type determines which SpeedNotes are displayed. If
you don’t see the SpeedNotes you were expecting, you may need to select a different reason
or check with your SSN administrator.

1. Hover over the Appointment icon ( _'i‘€|) associated with an appointment.

2. Select Outcomes or Edit from the Appointment pop up card to bring up the Edit Appointment

form.

3. Click the SpeedNotes tab. Available options may be grouped into categories. Within any
category, items are listed alphabetically.

4. Check all boxes that are relevant to your meeting.

Edit Appointment m

SCREDULING OUTCOMES SFEEDROTES

Check off the togecs MISCHSSed and ACTRLIES COMMatHd i this meetng,

Change Major | Complste Inkake Form
Complets Acaaemc Plan N300 Selecion

v Timé Managemant Strategies
Dagree Auan Rewsw Geatuation Flan

Drop Classen (¥ Registragon Planning
Full Wisnarawal for Teem

crEn

5. Click the Submit button to save your updates.
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Cancel an appointment

1. Hover over the appointment menu icon (-li-"':| ) associated with an appointment to bring up the
Appointment pop up card.

The Appointment pop up card is available from your calendar, the Appointments or Recent
Changes channels on your Home page, or from the student folder Meetings tab.

You can also edit an existing appointment from this menu.

2. Select Cancel from the Appointment pop up card.

3. The Cancel Appointment form is displayed. Type a note explaining the reason for the
cancellation (optional but recommended).

lﬁBest Practice: include an explanation for the cancellation, and provide guidance on how to
reschedule or connect to other available resources.

Cancel Appointment
Are you sure you want to cancel your 10:00 am appointment with Joe Student?

You can send this person a message explaining why you have to cancel. This message will be
saved with the appointment notes:

Joe,

| apologize for the short notice. | must unexpectedly travel for a family emergency and will be
out for the rest of the week. | would be happy to reschedule with you next week, but if you
want to meet with someone this week, please reach out to Dr. Kumpf. You will find her in

your Success Network. |

4. Click the Submit button to cancel the appointment and send a cancellation email (and iCal
attachment) to the student.

The calendar owner will also receive the iCal for the cancellation if the calendar owner’s email
notifications preferences are set to notify when changes are made to an existing appointment
(recommended).

Review appointment information and meeting outcomes

Review appointment and meeting information on the student folder

You can open the student folder by clicking on the link associated with the student’s name
wherever it appears in SSN.

For example from the Appointment channel on your Home page.
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Appointments Next 15 days u -
() Resened Time Staff Meeting: Tomorrow at 8:00 am

‘m Student. loe: 09-02-2014 at 11:30 am Pre-registration
Logﬁn Virtual Conference Room

Or from the appointment on your calendar

Agwrta Oy Wesr Teveside

Tue, (326209 « +

1 Srsrved Torw S0 Wewtrg P00 wrrf

QO0O0DO0COCOR

Click on the Meetings tab of the student folder to review information about upcoming and past
meetings for this student.

oe Student %
e R ade & ma Py 004 e B wiap - A yE— Gee T e
A Overre Sazzery Tevwtewd By Wy Loxeedy
= Campan Wondanal  Yewna Soks Vauren Gala Aty Comat borm &y
'
B i e r: W 0N R em Y6 g v Yerre Ot S ol Adviaby Traw el Pry
A Aegr—rwet
»
Suacripien: Cer'y ban & hnok o 4oir AT b S0 SRTINE ST ] R T U A0T] STRtaateg ety TIa e Fat o eea v
® fare Py ) penen s arts
- haaey Coewewere: Do ey TR CAYPO PTE BN Ty 2 el e P 13 FREent Dolor T g s
-wynno~m-thammmlvmbm'N(mwvv—'leocrw -
B Aovizen Feprrvion Meveg Tre Weugewert Dutegen
et 22 ey B ICITNE
b B at 1s 04 ¥ o e mpErEce 1 Yo okt s Laveencs bxm & W
Lavaeay L o e
B Ay o vé adat by pn ot ey arr God S Gkt adrey Cotw naet B . <

The Meetings tab of the student folder includes upcoming appointment information as well as

meeting notes captured in SSN. It may also include historical meeting information from
external systems.

The information that is available to you on the Meetings tab is based on the role(s) that connect
you to your students and the appointment types those roles have permission to view.

© 2015 Hobsons Inc. | Proprietary and Confidential Page 33 of 41



End User’s Guide to Spartan Success Network

The icons to the left of each meeting in the list provide additional information or available
actions related to the meeting:

Click the expand icon to the left of any appointment listed to view additional details
about the meeting. For example the Description that was included when the
appointment was created, any Comments entered on the Outcomes tab and any
Activities that were checked off on the SpeedNotes tab.

.li.l Hover over the appointment icon to update the appointment.

'|‘|:III
©  If the student was marked as a no show on the Qutcomes tab, the missed
appointment icon will be displayed instead of the standard appointment icon.

] If the appointment presents information from an external system, the historical
appointment icon will displayed. This type of meeting cannot be edited. External
meeting will only exist if your institution has imported meeting outcomes from another
system (e.g. tutortrac).

Filter student lists based on meetings
Use the Meetings filter from the list of Additional Filters available on your My Students and

Tracking tabs to identify students that have or have not scheduled appointments.

1. Click on the My Students tab from within your Students area in SSN. Then click the Add
Filters button.

Home Appointmants - | Students -

OVERVIEW MY STUDENTS TRACKING
"5 Flag | wgReferral g To-00 || oy Kudos | g Success Fian | ) Send Message = Mo =
Search Connection Term Cohort Additional Filters
B s Blown e
8]
O Hame Emal Phons mobsle
o (703)5551212 4
SFI165861
(@] , e 11 0y (7035551212
SFI172910
(m] 3 (702)5551212
£3173539
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Select Meetings from the filter options on the left and check the box to the left of the word
Students in the filter criteria area to make this filter active.

Select whether you want to filter to students “Who have had/ scheduled a meeting” or to those
“Who have not had/scheduled a meeting. Optionally, you can filter to a specific Appointment
Type/ Reason and a range of Dates.

Additional Filters m m m

-~

W Tracking hems v Students

& Cohone & Relationshigz @

& Who have hadlachedued meelings
; Who have not had'scheduied mestngs

#  Success Plans Appoistment Type | | Frecogistration n
Resson
Umtag 08-11.701%4 En 05-12.2014 E o

Click the Submit button activate your filter

Your student list will be displayed showing only those students who matched your Meetings
filter criteria.

Home Appointments - Students - Services Admin Search for Students Q
OVERVIEW MY STUDENTS TRACKING
IF8 Flag | | =g Referral | | 3@ To-Do | | g Kudos | | fg Success Plan = More =
Search Connection Term Cohort Additional Filters

[Student Name | anty s B [acive 4] | vi Edit Fillers %
O Name Email Phone mo...
(] Student, Joe joestar@starfishcollege.edu 55...

& 004456729
| Page of1 | Z  Totalitems selected: 0 Displaying Students 1 -1 of 1

Click the Clear Filters button (ﬂ) to remove your filter, or click the Edit Filters button to modify
your filter criteria.

Note: Canceled appointments will not be included in the filter results for students that have
had/scheduled an appointment, but scheduled appointments where the student was marked as

a no show will be included.
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Use calendar managers

Designate someone to manage your calendar

Calendar Managers can see, add, and edit appointments on the calendar owner’s SSN
calendar.

You can designate other users to be your calendar manager through Appointment Preferences

in your profile.

Institutions can create calendar managers via SIS import or administrator upload. You must
contact your SSN administrator to remove calendar managers created via these methods.

Manage another’s calendar

Calendar viewing options

If you are designated as a calendar manager for someone else, when ‘ August2014 ~ ’
you reach your SSN Calendar on the Appointments page, you will find s M T W T F S
a list of calendars you have permission to manage under the s 4 s 5 o ; ;
Calendars | Manage heading in the Calendar Manager section on the 1001 12 13 14 15 16
left of the page, beneath the small monthly calendar. 17 18 19 20 21 22 23
24 25 |26 27 28 29 30
You can filter the calendars displayed by appointment type and/or 31
by individual users’ calendars:

Calendar Manager
e Use the Appointment Types filter to limit the view to calendar

Appointment Types
owners who have office hours of the selected types. P e— v
[] Available Only
e Check /uncheck the boxes associated with each name under the
Calendars | Manage heading to limit which calendars are Calendars | Manage
. Deselect All Select All
displayed.
To make it easier to m
A . A Appounimant Toos . L Al OfSce Haurs & 230 Apport Tt 43 Add Geoup Seaua S Fadatv Tine r Seiwd
distinguish among it e : iy
. August 2014 - ,
calendars, each name & W TWTF ACENDA DAY WEEK  SCHEOULS
is displayed in its own L e A L e
N e i " tame 100 an 1000am NGOam  A200pm  tUdpm  2002m 104
color. The colorofthe = " = ™ ™ " © : 00000000 A
. o R I s £600
name in the listing MWD NN
matches the color S
atches the colo T
used to display Calendar Managsr
appointments onthe  evsmmestinme
. AL Appanimernts
main calendar. e .

2

Calendars | Manmw

4
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As a calendar manager, you will find a Schedule tab in addition to the Agenda, Day, and Week
tabs. If you are opening more than 3 calendars at the same time, rely on the schedule view. If
you manage a large number of calendars the “Select all” calendars option will only be available
in the schedule view.

When you click the Schedule tab, SSN may display a quick reference pop up that includes
these tips for using the schedule view:

e Use the time scale option at the top of the schedule view to look at the combined schedules
in 15 minute, 30 minute or 1 hour increments.

e C(Click on an individual’s name in the schedule view to jump to viewing that user’s calendar in
the day view.

Close the Quick Reference pop up using the “x “in the top right corner.

Make and update appointments for others

fyou are a calendar manager for others, you G

will have additional calendar selections when

Add Appointment
adding an appointment to the calendar.

SCHEDULING OUTCOMES SPEEDNOTES
On the Add Appointment form, you will find a
drop down selector in the Calendar field Calesutar
.. . . i My Calend
listing those individuals for whom you have * With o enear
L. Starfish, Sue
the calendar manager permission.

Select the desired staff member to add an appointment to his/her calendar. Options presented
in terms of students, locations and appointment types will be based on the selected user’s
role(s).

The same holds true if you add office hours, group sessions, or reserved time.

If you elect to add appointments, office hours, group sessions or alendar Managsr

reserved time from your Appointments page, individuals who are not Appointmest Types
checked in the Calendars | Manage section will not be listed as options Al Appmintpnads vi
in the drop down box for Calendar on the “Add” forms. ﬂ;m'mmh

Cadendars | Manage

[

Important Note:

Once the appointment, office hour block, group session or reserve time is created, you cannot
modify the person whose calendar it belongs to (i.e. you cannot move it to another person’s
calendar by selecting another calendar).
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External Calendar Integration

Integration with an external calendar allows free/busy information from a staff member’s external
calendar to be displayed on that staff members’ Spartan Success Network (SSN) calendar.

This type of integration is available for Google or Exchange, and your institution must have configured
one of those options with SSN in order for you to take advantage of it.

With SSN’s adapter installed, SSN will poll your external calendaring system for shared calendars, and
then display the free/busy information from those shared calendars on the corresponding SSN user’s
calendar.

Poll for shared
calendars

Starfish

Starfish Exchange or
Google Adapter

External
Calendar
Push free/busy to

display on
calendars

=xternal
Calendar
appointments

Figure 2: External Calendar Integration
In order for your external calendar’s information to be available to the SSN adapter, you must set up
your Email Notification/ Appointment Notification preferences as described below.
Configure integration in your profile

Select the Email Notifications tab from your Profile menu.

Insttutianal Pr Click ta view oradi

‘wour proffe.

If either Google or Exchange integration has been enabled on your
SSN system, just above the Tracking Item Notifications heading you
will find a check box labeled:

Appaintment Preferonces

Email Motifications

“Read busy times from my external Google calendar” or “Read busy times from my external Exchange

calendar” .

Check the box and then follow the “Click here” link for set up steps specific to your type of integration.
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Set your profile to read busy times from Google

Read busy times from my external Google calendar

Important: In order for this setting to take effect, you must share your private calendar link with Starfish. Click here for further instructions.

After you check the “Ready busy times” box in the Appointment Notifications section of your
profile, you must paste your personalized Google Calendar private link into the text box
provided. You can use the “Click here” link to find these instructions:

To get your Google Calendar private link:

1. Open your Google Calendar and click =
. Calendar
on the drop down menu icon to the Dispiay only this Calendar
right of the calendar you want to m CHenca samoy,
Create event on s calendar
share. - Algust 2014 ~ =l
Share this Calendar
SMTWTTF i _ L
2. Select the Calendar Settings option 1 Reminders and notfications
3466 78
10 11 12 13 12 15 ----.
17 18 7“_ 20 1 2 ..]m
4 z5[26)27 28
; ziwlar 2 29 BoE
=8
* My calendars Choose Custom color
W Yasmén Gold @ cpm

3. Scroll down to the Private Address heading and click the ICAL button to get your private URL.

Private Reset Private URLs
Address: This is tR_private address for this calendar. Don't share this address with others unless you want
Learn maore them to see all the events on this calendar.

4. Copy the Private URL provided by Google and paste it into the Google Calendar private link field
in your profile’s Email Notifications > Appointment Notifications section.

Private Address

Please use the following address to access your caiendar from other applications, You can copy and paste this into
any calendar product that supports the ICal format.

D5 AWaW GOOJIE CONVERIENAAT/ AVsTarmshconned OOMEH COMYDY Opén linkins fese tab w:.m-~ 2

oK Cpen linkin new werdow

1 Cpen link n incogndto wingow

Save link ax

Copy Ank sddress

Inzpect element

5. Be sure to click the Submit button on your Profile > Email Notifications tab to save changes.
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Set your profile to read busy times from Exchange

you must share your calendar
with this email address

Read busy times from my external Exchange calendar
Important: In order for this setting to take effect, you must share your calendar with starfish@thisu.edu . Click here for further instructions.

After you check the “Ready busy times” box in the Appointment Notifications section of your
profile, you must share your Outlook (or Microsoft 365) calendar with the SSN email address
specified in the line labeled Important under the “Ready busy times” checkbox.

Follow the “Click here” link to find detailed instructions specific to your version of Outlook or
Microsoft 365. Generally speaking, you will share your calendar with the email address specified
and give it the ability to read “full details”.

External calendar holds on your SSN calendar

If you have configured Google or Exchange integration as described in the previous section, information
from your external calendar will begin to appear on your SSN calendar. Items from your external
calendar will appear as external holds on your SSN calendar.

An external hold is distinguishable from a SSN appointment on your SSN calendar in two ways:

1. The title on the calendar does not include the hyperlink

'i:f‘," Staff Meeting (9:00 am)
to the student folder. [ I

2. When you hover over the appointment menu icon (#) ’ ¢ Student, Joe (11:30 am) '
the External Hold card is displayed rather than the SSN '
Appointment card. -

As noted on the External Hold card, this EXTERNAL HOLD MENU x

item is editable only in the external O T e O T
calendar. You cannot edit or cancel this Time: 03-24-2014 from 9:00 am -
meeting from within SSN. 11:00 am

Name: Staff Meeting
External holds will be respected when a calendar S § el -

owner or manager is adding an appointment or other Note: Editable via external calendar
reserved time to the calendar.

Time will show as unavailable and appointments will not be able to be added over external holds.
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Document Version History

Version Description of updates Date of update
2.0 Refined to include newest screens and additional options | 9/10/14
added in the summer of 2014.
2.01 Updated Student Folder image (meetings tab) with 08/14/15
updated student folder layout
3.0 Updated to reflect hover vs. click on many items and new | 9/18/15
icons for appointments, office hours, group sessions
3.1 Updated information about related resources. 10/20/16
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