Office of Academic Advising

SSC Campus

Front Desk User Guide
University of Oregon

5/3/2016




Table of Contents

AVISING CONTET ...ttt bbb b bbb bbb bbb bbb
FAN o] o Yo 1 10 1< oL KPR
SCHEAUIE AN APPOINTMENT ...ttt ettt ettt b bbb st b bt e b et b e bt eb et et e st b e st se ek et e b et et e st st eb et et et seebennene
CaANCEI AN APPOINTMENT .ttt ettt ettt etttk b et b et s e b e bt ek eae s b e b et eb et et e st b e st st ek et e b e st et e bt b ebe st ebeneseebensene
MOVE @N APPOINTIMENT ...ttt ettt b e bbbt s b e s bt et e bt shs e b e s bt e bt sbe e b e sbe et e sbesabenbeens
Check in fOr aN APPOINTMENT ....cuiiiiiiieiiiete sttt ettt bbbt b bt s ekt e b e st e bt st b e st e b e st st ek e b e b et et e st st eb et e b et saebenene
Check in fOr DIOP IN AGQVISINE ....ceceieciciirrs ettt
AdVISOr WatING LISTS.....viiiiiiii bbb bbb bbb bbb

MY CAIENAAT .ttt bbbt e b et R st e et R R ek s R e R Rt R bRt e Rt n bt e et n st e r e ee

KBY FRALUIES ..ttt bbbt et b e s b e bt e bt e b s b b e b e e bt e b s b e e b e s b e e b e b e s hbesb e e bbb shs et e sbe e b nns



Advising Center

From the home page, access the advising center by s+ 2 O -
clicking on the ‘Additional Modes’ drop down menu and
choosing ‘Advising Center.’ 0

UNIVERSITY OF

OREGON

Choose the Location for this Advising Center.

Follow the steps provided to set up Advising Center 3t this location.

Advising Canter
Advising Kiosk.
Choose the Location for this Advising Center

Tuter Kiosk

‘Additional Modes ~

Here you can schedule, cancel and move appointments, and put students in a drop-in queue.

UNIVERSITY OF

OREGON

Office of Academic Advising 0

Appaintment | Advisar Waiting Lists

Search for 3 Student Calendar Options:’
available Times Only

Student Service:
AllServices

Time Increment: 30 min *

One Click Create (On) o

Move Appts (Off)
Find First Available " Availability For Apr 27 2016
Wednesday - 4727116 e DAISY. JAGDEEP | THOMAS | DULCE c':a& TAD | MEGAN KARLA | TAMI | REBECCA | KIMBERLY KRIS an MELINA | KIERRA | CYNTHIA | ARTURQ
AHISTONE | BALA BuUSH | casTRO. | Lo FALK | FLANIGAN | HAUGHT | HILL | HODGES | IOHNSON | KATKUS | MORRILL | PASTOS | ROWAN | SMYTHE | ZAVALA
700810 5:00p" 7:00a |
B
8:003
First Available 8:30a

Current walt: none

Choose Advisor(s)
O jagdeep Bala

Current wait: nane

O thomas Bush
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Appointments

Schedule an Appointment

Step 1- On the Appointment tab enter the student’s g5#

and then select the student’s name. \

Use the “Find First Available?” box

Appointment

951312813

Toby Kim (*2813) [advisar)

Advisor Waiting Lists

Office of Academic A

to find availability other than today.

I

Find First Available *

Wednesday - 4/27/16

7:00a to 5:00p

Step 3- The range of time can be
narrowed on the slider bar.

Step 4- Click the Reload button
to apply these steps and view
new First Availability.

Step 2- Click in the day/date Find First Available ?
box to see the pop up
calendar. Choose a future day il kL
by clicking that day on the o April 2016 °
calendar. Su Mo Tu We Th Fr Sa
1 2
] 71 8 9
13| 14! 15| 16
201 211 22| 23
27| 28| 29| 30
Today Done

Find First Available /

Wednesday - 4/27/16

T.00a to 500p

2|Page




Step 5- Select one of the

@1
fo H
2
g
B

boxes in the Availability
grid to create an Advisor
Appointment.

LEHE>I

Step 6- In the Create an Advisor
Appointment box, choose a reason for
the appointment. Note that comments
entered will be visible to student in
their reminder email.

Cancel an Appointment

Step 1- Enter the student’s 95# in the
Search for Students box.

Step 2- Select the student’s name.

Step 3- For same day appointments, click

the actions drop down menu In the
Appointment
details box.

Future appointments will be visible in the

Other Appointments box below the advisor

queues.

Classifcation: Seavar

Student: Toby Kim

Advisor: Cynthia Smythe

Where: Office of Academic Advising  When: Apr 27 2016 11:30 AM to 12:00 PM

Comments

Reason(s) for Appointment

Academic Advising h

Finar

al Aid 1ssue

O Student has checked in for the appeintment 2 Send E-mail Reminder

[ Send SMS Reminder

Office of Academic Advising - 364 Oreg

Appointment | Advisor Waiting Lists
John Aguilar ® Appointment Actions »
With: Thomas Bush Edit
John Aguilar hen: 0412572016 08:30AM |
Aove
> aaguilaZ@uDregun edu Type: Academic Advising, Fin
Aid Issue, Grade First Aid Gl

Time: about 3 hours late

Cynthia Smythe @ queue |
sification: Freshman Check In
Current wait: none
Other Appointments
| Appointment I
Actions ™
Edit
Move
Cancel

With: Megan Flanigan
When: 05/04/2016 11:30
AM in 2 days

Type:

Academic Advising
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Step 4- Select cancel.

Cancel
Appointment

Step 5- Cancel Appointment box - Select who the
appointment is cancelled for and the reason.

Comments:

Step 6- Click the Cancel Appointment button and a
message will automatically sent to the attendees.

Move an Appointment

Step 1- Enter the student’s 95# in the Search for
Students box.

Cancel Appointment

Step 2- Select the student’s name.

Step 3- In the Appointment details box, click the Actions drop down arrow.
Step 4- Select Move.

Step 5- Select an available slot to move appointment to.

Step 6- If you are moving an appointment to another advisor but keeping the same appointment time,
you will need to Unlock times With Conflicts in the Calendar Options box.

npus

it Success Collaborative™

Appointment  Advisor Waiting Lists
Toby Kim Appointment Actions ~  Pending Kiosk Visit Calkiitar Options
Cynthia Smythe 04/27/2016 12:02 PM Available Times Only ’
Toby Kim 04/2712016 11:30 AM Queued F——

tkim4@uoregon.edu
Schedule General Event 43

Check In

Major: Human Classification: Senior

Physiology

Find First Available

Wednesday - 4/27/16

Availability For Apr 27 2016

Checked in 10 min ago at
12:02 PM

Uniock Non-Available Times

Unlock Times With Conflicts

One Click Create (Off)

Move Appts (On)

DAISY. . MEGAN KARLA REBECCA KIMBERLY .
- TIME IAGDEEP BALA | THOMAS BUSH | DULCE CASTRO TAD FALK TAMI HILL KRIS KATKUS | BIL
Reload AHLSTONE ¥ : v e p : FLANIGAN HAUGHT HODGES JOHNSON KAT
:00a
First Available @ aueue 7:30a
DROPIN
8:00a . - L] (] ] Ll =l
DROP-IN
O - L1 ] u| 0 0

Other Advisors Select A 830a
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Step 7- Confirm move.

Check in for an
Appointment

You are about to move an appointment with

Toby Kim from:

Apr 27th, 2016 at 11:30AM with Cynthia Smythe
to

Apr 27th, 2016 at 9:30AM with Tad Falk

Cancel Move Confirm Move

To check a student in for an appointment, enter the student’s 95# in the appointment tab and click the
Check In button in the Appointment Box.

Appointment | Advisor Waiting Lists

Toby Kim

Toby Kim

tkim4@uoregon.edu
Schedule General Event

Physiology

Office of Academic Advising

x Appointment Actions w

With: Cynthia Smythe
\ n: 04/27/2016 11:30 AM

ype: Academic Advising

Time: 43 minutes late

Major: Human Classification: Senior

Pending Kiosk Visit

Wher: 04/27/2016 12:02 PM

state: Queued
Mote: Checked in 10 min ago at
12:02 PM

Remove

5|Page




Check in for Drop-In Advising

Step 1- Enter the student’s 95# in the Search
for Students box and click the student’s name.

Step 2- Click the queue button in the First
Available box.

Step 3- Student Service box. Select a student
service for the visit. If the student is coming for
Peer Advising, type Peer Advising in the
comment box before selecting the student
service.

Step 4- If a student requests a specific advisor,
find that advisors queue in the Other Advisors
section below the First Available box.

Advisor Waiting Lists

First Available

@ queue

Current wait: & min

(£ waiting)

Comment:
PEER ADVISOR|

You have 238 characters remaining

NAME

Academic Advising

Financial Aid Issue

Grade First Aid

Ceodioto coboo)

This is where you can monitor the queues. The Actions drop-down menu in any queue will allow you to
send a message to a student, move them to the top of the queue or remove them from the queue.

Find First Available

Students In First Available's Queue

Wednesday - 427716
Send 3 Message
e TUDENT NAME
Move 1o Top
kot et
12] Toky Kim

First Available

Students In Daisy Ahlstone's Queue

Choose Advisor(s)

COMMENT PRIORITIZED AT CHECKED [N AT WAIT DURATION

Peer Advisor - schedule
pla.

PEER ADVISOR 12:400p 51 min

11:23a ¥ hr 30 min

m) Actions =
 Jagdeep Bala

= Thomas Bush

“ pulce Castro

Notes

OMMENT PRIORITIZED AT CHECKED 14 AT WAIT DURATION

There are no SHUGENES Waiting on this advisar

Notes can be used to attach documents to a student’s record and keep track of information about that

student, such as education plan.
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Step 1- From the navigation menu choose
Advanced Search. Enter the student’s g5#
and then check the box next to their name.

Step 2- Select “Note”
from the Actions
drop-down menu.

Search

yoEHLKD

Search

Actionsw

Send Message

Note
Export Results

O 3

Step 3- Enter the text for your note.
Step 4- Enter a Note Reason (required).
Step 5- Attach a file (optional).

Step 6- Select the proper permissions and
visibility settings.

Step 7- Review your note and click “Save
Note.”

Unsaved Student Search

Saved Searches ~

Schedule General Appaintment

Home

(- |

~"

Conversations
r B calendar

Q, Advanced Search
%- Lists & Searches

ademic Advising

ists

Modify Search

Schedule Advising Appointment

* D WATCH LIST MAJOR
951488789 Undeclared-No major
fhn 951393935 Environmental Sciency
Archer, Johnathar 951337425 Biochemistry, Biology

| Mot {Required)

Attach Fie

Note Reason

Note UAL
Visibility
=] Cynthia Sriythe Only

Sean Ryan

 Printed Student Report
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My Calendar

Your calendar is a quick way to view appointments or events at a glance. The calendar can be accessed
clicking on the calendar icon on the left side menu bar.

My Calendar

Calendar View List of Calendar ltems Subscriptions

ey CETEITN I OO CETT T G CETTT

E Add Calendar Event #= Print Calendar

October 2015 woiny | [« | any | wee B >

SUN MON FRI SAT
e = 3
4 5 10
11 12 [15 |16 [17
SUR OF WORLD HIST
SINCE 1500

Key Features

Add Calendar Event - Clicking Add Calendar Event will bring up your appointment scheduling
page.
Print Calendar - Here you can send your monthly or weekly calendar views directly to PDF.

View today, day, week or month - Quickly choose to view just Today, or view by day, week or
month. Using the left or right arrows allows you to view previous or future dates if desired.
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Notice the Legend just above the calendar grid. Options listed include: Advising, Assignment,
Tutoring, General, Course, Free Busy and Cancelled. Selecting one of the checkboxes enables
associated appointments to show on the calendar grid. Deselecting the checkbox hides them. (These
options are automatically checked by default).

11a P
! 5 1p Academir Advising
. . . . Academic Advising
To view details of an appointment simply hover over the T T——————) .
Location:
event on your calendar. A pop up like this one will appear. Lundquis Colege of
! 22 Organizer:
Kimberly Rambo-Reinitz
n m ending:
d m i Qitl;bsrlygl.?amho Reinitz
, Licely Carcamo
MANAGE APPOINTMENT S Apr 15 @ 1:00p, 30 min
All Attendees - :
Appointment Details t
L s Kilparrick (Advisery - . . .
R et b Clicking on the event will open the Manage
L Ameish ol s TR e Appointment box, allowing you to edit, cancel, or
Comee: delete with the appointment.
Reason: Adv £

List of Calendar Items-The List I‘\__,‘Iy Calendar
of Calendar Items tab provides, in .
list form, any appointments you
have on schedule for today, this
week, and next week.
Appointments with ‘Edit’ next to
them can be edited by you.
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