
                   

               

     

            

                                               

                                      

                       

 

                                     

 

 

 

 

 

 

 

 

                        

              

                

                             

                                 

                              

   

 

     I = I tooSuccess 

Edit Profil e 

Appointment Preference s 

Notifi cation s 

Logout 

My Locations 
Customize your appointment locations 

0 Add Location 

Name Type 

Online using BB Collaborate Online 

Instructions 
Here is the link for our appointment: https://us.bbcollab.com/guest/580979471e974be0a8ff2ea8fbb70ded 

By phone 

Instructions 
Please let me know what number to call you at 

Web based using Microsoft Teams 

Instructions 

Phone 

Online 

Click this link to open Teams: https://teams_microsoft.corn/1/chat/O/0?users:::taverniers@canton_edu 

via email 

Instructions 
Use this type when conversations occurred over email 

MCC 224 

Instructions 

Online 

Office 

ROOSUCCESS – HOW TO SET UP APPOINTMENT TIMES 

Link to RooSuccess 

Jump to “Sync RooSuccess and Outlook” 

1) The default page when you first log in will ask you to set up some office hours. This will work, but there is 
some other setup that will make this function much more efficiently for you. We are going to skip past 
this page and use the menu in the top left corner. 

2) Instead, click on the “hamburger” menu, then the arrow next to your name to find a drop‐down menu: 

The Best Instructor 

3) Click on the “Appointment Preferences” tab, check or verify the information. 
a. Set your preferred minimum appointment time. 
b. Set the deadline for scheduling an appointment. 
c. Set up all locations where you hold appointments including office, phone and web locations. 

You can list as many “locations” as needed. Instructions are specific to the location and will be 
sent to the student once the appointment is made. Include link/phone for how they reach 
you. 
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00 Office Hours 

Add Office Hours 

• Title 

• What day(s)? 

• What time? 

• Where? 

~ 
Weekly ~ Repeatsevery Efi:l week(s) 

Repeat on. B Mon 0 Tue E) Wed 0 Thu fl Fri E) sat (:I Sun 

~ to ~r EndTime 

Note: You may select mOfe than one location to oNe students a choice 

0 Nev-N 107 

You cancomem. rrrnere1s anaher studem m my office, please wait outside 

C:) Ptlone appo intment 

ProVKie phone num ber 

• Offi ce hou rs Type O (scti"eduled And Walk-ins ---=a 

• How long? 

Take eit her scheduled appoinrments or walk-ins 

I 15 minutes a mi111111um appointment length 

@i!, inute~ maxknum appointment length 

• Appointment Types Select the types of mee~s you will have in these office hours 

B Course Related G Faculty Advising 

Instruction s Start/End Date 

Start Date: § -2oii_____E 

End Date: ~ r =a 

* Requued fields 

d. If you currently allow other campus personnel to edit your Outlook calendar and schedule 
appointments for you, add them as Calendar Managers here. 

OK, NOW let’s set up some office hours: 

Once in that screen, click on Office Hours 4) Go back to the hamburger menu, then to Appointments. 

a. Work your way through the list of questions. At the beginning of the semester you might just 
do your recurring office hours for the whole semester. When the Advising Period is underway, 
you can add additional hours as you need to. You can indicate where specific office hours will 
take place or limit them to course specific vs. advising times if you need to. There is a lot of 
flexibility here if you need it. 

If you set up recurring Office Hours, be sure to set the END DATE – typically the end of the current 
semester, or they will recur indefinitely: 

Once you set up your appointment availability, your schedule should show a mix of your available 
times and your unavailable times: 
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= RooSuccess 

Mooday, May06 TYesday.May07 

- • Time/fk;lla~en 

- 1· Time,;Jollalren 

~ 1· ,-WHa>M 

1· Timeslol.laken 

I 

Scheduli ng 

· With 

• People in (,!) Activ e terms U All term s 

• Student 

• When [os.os-2otf:73 17:15 am 1,01§ 
• Where I Select a Joeatron 

• Reason Se ert a e;,«:r> 

Course Sett:C/1..ut.~ 

• Sharing @ Shared 0 Privat e 

Q Permissions: Please select a reason to see who else can view this shared appointment. 

* Required fields 

Wednesday,MayOS 

IO sionup 
0 SionUp 

le T1me&loltakefl 

1• T""8&iol/akell 

I 

I 

Detailed Desc ript ion 

Enter a detailed description about ltle 

appointment. This is v iewable by you and the 

student with whom the appolfltment is made. 

I Never Mind I F§§i 

+ 

i · Time/5Jotlaken 

Time Scale • S<lay 7<1ay os-os -201 , 1oos-11 -20 1, 

Fri<lay.May\0 Thursda)IMa y 09 

• T,me&lolUJlren 

.T ime/5Jottaken 

er ome/5JotfiJken 

You can click on the Sign up spots to add a student, or students can be directed to add themselves (see below 
for student view). 

If you click on a “Sign Up” time, you will have to fill out the information on the student and appointment 
information. You can search for students with first name, last name or student ID number. Once you submit, 
notification will go to you and to the student. Anything in Detailed Description will be included in the 
appointment invite. 
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How can we help? 

Your Connections 

0 

0 

S.11r.1h Ch.1mb.r l.11in 
Associa te Director o f Reside rice Life 

T.1tsuh ito Koy:1 
instructor 

K,1thlnn M.iho ney 
FacultyAO'MOI" 

Kathleen Mahoney 

Monday, May 13 

0 S,gnUp 

0 S,onUp 

0 S,onUp 

0 S,onUp 

Schedule 

0 J no n Hub bard 
Email Instructor 

Call 

0 Chr istina l nhko 

View Profi le 
instructor 

l:::J 0 Seth Nixon 
lnstructOf 

Tues day,May1 4 Wednesday May 15 

---------- ---10 S,onUp 

0 S,onUp 

0 S,onUp 

O s,onup 

Add Appointme nt 

With 

• Reas oo 

Course 

Select a reason in order 

W hen 

• Duration 

• Where 

Detail s 

OiMarco, Abrahm 

Course add f withdrawal 

course tutoring 

Discuss grades 

Discuss pfior course work 

General visit 

Review exam or quiZ 

Explain in detaN what you are looking to accomplish ln this appointment 

* Required fields 

i;; O 

Time Scale • 5<1ay 7 day 

ThursdayM,t,/16 

05•12-2019t o 0S·18-2019 
Frlday,Ma';17 

When a student logs into RooSuccess, the first thing they see is their Success Network for this 

semester. If the people in their Success Network have Office Hours set up, then the student can see them by 
clicking on the three dots to the right of the name to see “Schedule”: 

That will take them to a similar looking calendar where they can click on an appointment time: 

The student is then prompted to enter the specifics of the appointment within the parameters that you set up. 

Once they Submit, notification goes to you and to the student of the upcoming appointment. 
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Calendar Sync 
Sync calendar items between your external calendar to your RooSuccess calendar 

RooSuccess Calendar Sync 
Select options to sync from your RooSuccess Galendar to your External Calendar 

Email me calendar attachments for every: 

~ Appointment change 

0 Change to my Office Hours and Group Sessions 

External Calendar Sync 
Sync busy bmes from your External Galendar to your RooSuccess Galendar 

Outlook Calendar Sync 
.A. Important: You must share your calendar with starfish@canton.edu 

~ for further instructions 

~ Allow RooSuccess to read busy times from my Outlook Calendar 

Share Links 

Share your appointment and/or profile link with students and other staff members 

0 Show Me How 

Link to schedule an appointment with me 
https:l/canton.starfishsolut1ons.com/starfish--0ps/dl/instructor/serv1ceCatalog_html?bookmark::connect10n/4970/schedule 

(;QgyJIBl.]Q_QJRQQfill! 

C=9 Make URL available on my profile m the Service Catalog for other staff 

Link to view my profile 

https:1/canton starfishsolutions comlstarfish-0ps/dUinstructor/serviceCata1og.html?bookmark::connection/4970 

(;QQyJIBl.]Q_QJRQQfill! 

C=9 Make URL available on my profile m the Service Catalog for other staff. 

Calendar “hacks” to try: 

‐ Do not accept the Outlook Calendar invite when setting up Office Hours if you don’t want the times 
taking up space on your calendar. This will still allow and send individual appointments. 

OR 

‐ Set up your Email Notifications to send you changes to appointments but NOT Change to Office 
Hours/Group Sessions 

You can document your conversation with the student during or after the appointment. See Meeting 
Outcomes for details. 

If you go back to edit profile, you can grab direct links to your calendar to include in your emails to your 
students or in your signature. The yes/no checks involve making your schedule available to other staff. 
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26 27 2" ,.. "' , ..__,_ 
I:"'~ Open in New ~indow 

Iii !llew Calendar ... 

16 17 1 fjid Thi• ',ler r 
23 24 2 lrl:l Qver" 

, .. £olor 
N 

" SU MOT 
II!, £opy Calendar 

2 _,:!o e 1.-a e da, 

9 10 )<. < - J 

16 17 @' Recover Deleted Items ... 

23 24 2 ... 1r Ir 
30 31 

Move DQwn .... 

Share 

~ RI My Caler § frop4'rties ... 

[;7 Calendar --□,-,-

~ ..J Shared ca lendars 

,, Information Services Help ... 
~ntfttmS 

lnbox 

811d:up ~ {Complded) 

o, ... 

Otltttd Items 

ACCo-H'll Odrtion 

AD ,.P6:Ss.wo1dResetRepom. 

Archive 

f Col'IVffWtion HistOfY 

Ensetnble 

SUNDAY 

16 

► ~ f· mail Calendar ... 

~ ~hare Calendar 

MONDI 

17 

5 P.11blish to WebDAV Se1'V4'1' .. , 

:,t.. Calendar Permissions 

SYNC your RooSuccess and your Outlook Calendars 
IF you want to SYNC your Outlook calendar with your RooSuccess calendar, you need to follow a few extra steps. 
This will pay off! 

1) Log into your email account using Outlook. 
2) Go to the calendar view: 

3) Under “My Calendar” , right click on your calendar, then Share then Calendar Permissions: 

4) In Calendar Properties, click Add button, in that menu type in “Starfish”, select from the menu and 
click on Add: 
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Calendar Prop ert ies 

Ger.eral AutoArch ive P.,rmiss ions Synchronization 

Nam~ P.,rm iss,on Level " 
Defa ult Free / Busy time 

Sl.\rf,sh Revi~ ... er 

Teele, Briana Editor 

Trotter , Vanessa Editor V 

< > 
~ 

I Add- II Remoye £roperties ... 

Permi-· ·--
f'emliiS ion l e....el: Reviewer 

Read Write 

on e D Create items 

Q Frtt/B usy time 

Q Freejl!usy time , subject. 
locat io n 

@Full Oet;,ils 

othe r Freejl!uSJI ... 

D Create s11bfokle, s 

0 Edilown 

□ Edi all 

Delete jtems Othe r 

@None D folder owl'l<!!r 

Q Own D F2lder cont.Kt 

Q AH 0 Folder vis ible 

OK Cancel 

X 

A dd Users 

s.arch : @ Name only O More columns 

starfi sh 

arr.e Title 

~ Stari 

~ Starl 

~ Starl 

~ Starl 

~ Starl 

~ Starl 

~ Stan 

~ Stan 

~Sta<l 

~ Stall 

~ stde, 

~StH 1 

~StH 1 

< 
Add Sun fish 

X 

Addreu Book 

fomin P Globa l Addres s List • t.wPmiPr<@,an io;::J Advarad find 

Busir.ess Phone L.ocation Departmen £ mail Address 

" ·-- - - cantor.edt 

►canton.ed 

►canton.ed 

lca nton .ed' 

lcanton .ed' 

ean(on.edL 

?mnton.ed 
1canton,ed, 

Peantor.ed 

1canton .ed 

~mnton,ec 

:antor.edu I 
:anto~u.., 

0 Cancel 

EDIT PROFILE APPOINTMENT PREFERENCES 

Calendar Sync 
Sync calendar items between your external calendar to your RooSuccess calendar 

RooSuccess Calendar Sync 
Select options to sync from your RooSuccess Calendar to your External Calendar 

Email me calendar attachments for every: 

r.l Appointment change 

□ Change to my Office Hours and Group Sessions 

External Calendar Sync 
Sync busy times from your External Calendar to your RooSuccess Calendar 

Outlook Calendar Sync 

A Important: You must snare your calendar with starfisn@canton.edu 

Click here for further instructions 

~ Allow RooSuccess to read busy times from my Outlook Calendar 

5) You can select Reviewer for the Permission Level and then click Apply. 

Once Starfish shows up under your “Shared Calendars”, go back to RooSuccess, go to Email Notifications under your 
profile and click the box that says “Read busy times from my external Exchange calendar” 
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