Using Scheduling Wizard Scribe™

Scheduling Wizard could be used to add a few "ad hoc" office hours for things like
registration advisement.

1 Navigate to www.etown.edu/current-students/index.aspx

2  Click "Faculty & Staff"
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3  Click "STARFISH"
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4  Click "menu"
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5  Click "Appointments"
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6  Click "Scheduling Wizard"

Q Search for Students

roup Session 4?}0 Event E‘é Reserve Time | | # Scheduling \\

Sat, 02-04-2023 ¢ )

Availability

@ office Hours
Mon, Tue, Wed, Fri 9AM-4PM

@ Office Hours
Thu SAM-4PM

7 Click the "Title" field and enter what you wish to call this block.

™ Scheduling Wizard

The Scheduling Wizard makes it easy for advisors and instructors to schedule multiple office hours blocks for multiple days in a single week. This

is useful for setting up your calendar for advising rush periods and other times when you book several blocks of time for seeing students.
To get started, specify the title, location, and other settings for the office hours blocks you are setting up.

Continue to step 2 in the wizard to setup the days and times for the week's office hours.

Enter the information that should be applied to the office hours blocks, Note that all blocks created in step 2 of this wizard will use the information
you specify here,

* Title Advising Hour)

Note: You may select more than ane location-to give students a choice.

[C] BSC 205- within Career Devel opment Center Office

[ BSC 216
Please check in at the front desk.

[ BSC 232

Please check in at the Learning Zone front desk and then have a seat in our waiting area.

() BSC200
Cffice is located on the 2nd floor of the BSC, across from the restrooms.

* Where?
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8  Select the office location you prefer to host this block.

you specify here.
* Title

* Where?

* How long?

* Appointment Types

Adjust the minimum and maximum length of appointment time that students can

select to meet.

Scheduling Wizard

Registration Advising Hours

Note: You may select more than one location to give students a choice.
[] BSC 205- within Career Development Center Office
[ BSC 216

Flease check in at the front desk.
ESC 232

Fiease check in at the Learning Zone front desk and then have a seat in our waiting are:

[ Bsc200
Office is located on the 2nd floor of the BSC, across from the resfrooms.

30 minutes u minimum appointment length

8 hours maximum appointment length

Select the types of appointments that can be made in these office hours.

Note: You can select multiple non-recurring appointment types but only
one recurring appointment type.

[J Advising [ Project or Internship Meetings
[ Recurring Appointment £ () sGPs Advising

] Tamabaioe

Scheduling Wizard
* Where?

() Bsc 216
@ BSc 232

() Bsc200

#* How long? 30 minutes

8 hours

#* Appointment Types

] Advising

(] Teaching
Instructions
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() BSC 205- within Career Development Center Office
Piease check in at the front desk.
Pfease check in at the Learning Zone front desk and then have a seat in our waiting area.

Office is located on the 2nd floor of the BSC, across from the restrooms.

P inimum appointment length

maximum appointment length

Select the types of appointments that can be made in these office hours.

Note: You can select multiple non-recurring appointment types but only
one recurring appointment type.

("] Project or Internship Meetings

() Recurring Appointment ¥ (] SGPS Advising

These will be visible to anyone who makes an appaintment



Click the Appointment type.

Scheduling Wizard
* Where? MNOLE? YOU may SEIeCLIMOre mnan one 1ocauon 1o give siudents a cnoice.
(] BSC 205- within Career Development Center Office
(] BSC 216
Please check in at the front desk.
BSC 232

[J BSC200
Office is located on the 2nd floor of the BSC, across from the restrooms.

* How long? |30 minutes minimum appeintment length

145 minutes maximum appointment length

* Appointment Types  Select the types of appointments that can be made in these office hours.

Note: You can select multiple non-recurring appointment types but only

[ ] Advising (7] Project or Internship Meetings
LI Recurring Appointment £ [J SGPS Advising
[[] Teaching

Instructions
These will be visible to anyane who makes an appointment

Please check in at the Learning Zone front desk and then have a seat in our waiting are:

Enter any instructions you have for the student.

Scheduling Wizard
(] Bscz200
Office is located on the 2nd floor of the BSC, across from the restrooms.
* How long? 30 minutes minimum appointment length

%45 minutes u maximum appointment length

* Appointment Types  Select the types of appointments that can be made in these office hours.

Note: You can select multiple non-recurring appointment types but only
one recurring appointment type.

Advising (] Project or Internship Meetings
(O Recurring Appointment 2¥ (1 $GPS Advising
[ Teaching

Instructions
These will be visible to anyone who makes an appointment

Please review the Core & SLE planner found here; https:/iwww.etown.edu/offices/registration-
records/files/core_requirements/CORE_SLE_PI5 ndf
and the course listings for next term found hers
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12  Click "Next"

focated on the 2nd floor of the BSC, across from the restrooms.
ites u minimum appointment length

tes B2 maximum appointment length

1e types of appointments that can be made in these office hours.

1 can select multiple non-recurring appointment types but only
Irring appointment type.

ising [T] Project or Internship Meetings
urring Appointment 2% (] SGPS Advising
shing

makes an appointment

ner found here: hitps:/fwww.etown.edu/offices/registration-
JRE_SLE_Planner.pdf

n found here: hitps:/iwww.etown.eduloflices/registration-recordsicourselistings.aspx

13

only used to add time outside of regular office hours.

ce hours blocks for the selected week.

uesday, January 31

rt Time ||End Time Start Time || End Time Start Time
rt Time | End Time Start Time | End Time Start Time
rt Time | End Time Start Time | End Time Start Time

Add Another Block 0 Add Ancther Block 0 Add Another Block
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Wednesday, February 01 Thursday, February 02

January 30 - February 3, 2023

Friday, February 03
Start Time || End Time
Start Time || End Time
Start Time || End Time

©  AddAnother Block

[_Go to the next
step

Use the arrows to toggle to the dates you want to schedule the block. *Note that
you cannot add times where you already have office hours being hosted. This is

Next
Week ——




Enter the start and end time on each date you wish to add additional time slots to.

Scheduling Wizard

Enter the start and end time for all office hours blocks for the selected week.

Monday, March 13
Start Time | End Time
Start Time | End Time
Start Time | End Time

©  Add Another Block

Click "Finish"

ce hours blocks for the selected week.

Tuesday, March 14

Start Time | End Time
Start Time | End Time
Start Time | End Time

©  Add Another Block

Wednesday, March 15

Siart Time End Time
Start'Time || End Time
Start Time || End Time

©  Add Another Block

March 20 - March 24, 2023

March 13 - March 17,2023 < >

Thursday, March 16
Start Time || End Time
Start Time || End Time
Start Time _End Time

©  Add Another Block

Friday. March 17
Start Time ._ End Time
| Start Time || End Time
Start Time || End Time

©  Add Another Block

L

Tuesday, March 21
yam  [[8:00 am
rt Time | End Time
rt Time _End Time

Add Another Block

Wednesday, March 22

Start Time | End Time
Start Time | End Time
Start Time | End Time

©  Add Another Block

Thursday, March 23

6:00am | 8:00am
| End Time
Start Time || End Time

©  Add Another Block

Friday, March 24

Start Time || End Time
Start Time || End Time
Start Time || End Time

©  Add Another Block

Never Mind m
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16 You will be prompted to review the new times you created, if you see a conflict
that's because you are already hosting office hours at that time. To edit or cancel
the existing office hours or the scheduling wizard blocks, review the document
"Setting, editing and deleting office hours".

ng times:

0am

Dam

0am

0am

st scheduled due to conflicts:
0 pm

10 pm

Save changes and .
e exit
Finisﬂ:h ____________

—
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