Adding an Office Location Scribe

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

2  Click "Faculty & Staff"
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Resources for Current Students
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3 Click Starfish button.

resources that support Blue Jay Fad

A nnAnm;n.

4  Enter your Jayweb Username and password.

U} Blizabethiown College

Starfish Login

ISOI'I'\E!OI"IE b ple.com

Password

Please sign in with your Elizabethtown College email
address (including @etown.edu) and password.

Can't access your account?
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5 Click "menu"

@, Office Hours | | Eig Appointment H 5 Group Session H @pEvent || # Scheduling Wizard || @ Reserve Time ‘ 5 Record Atte

Appointments (m |
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My Services =

No items to «
Academic Advising Office

R, 717-361-1415
(® Monday-Friday 8:30am-5:00pm
(& hitp:/iwww.etown.eduloffices/advising/

0 ltems in the last 30

6  Click Arrow next to your name.
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7  Click "Appointment Preferences"

Michelle Henry

Edit Profile

Appointment Preferences

Notifications

Logout

4 Hama

8  Click "Add Location"

= Starfish

EDIT PROFILE APPOINTMENT PREFERENCES
My Locations

Customize your appointment locations.

[ @ Add Loca:if_m]

Name Type

BSC 232 Office

aew

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

BSC 216 Office

Instructions
Please check in at the front desk.
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9 Select the Location Type (Office/Online/etc.)

Add Location

*Location Type

Select a Location Type

Office

Phone

Elsewhere

Provide instructions to students for this location, if any. ’

100 characters max

ADD LOCATION

10 Enter your office location such as H110 or BSC216.

Add Location

*Location Type

Office

*Location Name

Provide a Location Name

Instructions

Provide instructions to students for this location, if any.

100 characters max

ADD LOCATION
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11  Enter any instructions to students for this location.

Add Location

*Location Type

‘ Office

*Location Name

‘ BSC200

Instructions

Provide instructions to j for this location, if any.

100 characters max

ADD LOCATION

12  Click "ADD LOCATION"

Add Location

*Location Type

Office

*Location Name

BSC200

Instructions

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

restrooms.

100 characters max

-I- S :: ‘ ATION

Made with Scribe - https://scribehow.com



13 Click "SAVE CHANGES"
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