Adding Office Hours in HuskySuccess and Possible Error Messages

PLEASE NOTE: HuskySuccess is a student success tool that is designed to make communication and scheduling with students easier.
It is not designed to schedule appointments with colleagues; however, you may choose to integrate your Outlook calendar with your
HuskySuccess calendar which will allow you to view meetings scheduled through Outlook on your HuskySuccess calendar and vice

versa. This option is available through your Email Notifications tab. Need help? Contact HuskySuccess@bloomu.edu.

Adding Office Hours:

Once you have logged in to your HuskySuccess account, check your Appointment Preferences settings. Access this tab by clicking on

your name from the menu icon E at the top left of your screen. You can adjust minimum appointment length, scheduling deadline,
and if drop-ins are allowed after the deadline. You must add at least one location here to be able to add office hours. Click SAVE

anytime you make a change on this page. Tip: If you have office hours open but a student cannot see them, it may be because your
scheduling deadline has passed. You can schedule the student in those office hours, but the student will not be able to schedule in that
slot unless you change your scheduling deadline settings.

HuskySuccess

EDIT PROFILE NOTIFICATIONS

APPOINTMENT PREFEREMCES

Appointment Preferences

Customize your appointment default settings. add locations, and designate calendar managers
Office Hour Defaults

Minimum Appointment Length

| 15 minutes -

Scheduling Deadline
Set a deadline for students to schedule appointments prior to the start of your office hours.

Mo Deadline
The day before the office hours at:

5:00 pm ﬂ |

_) The day of the office hours at:

9:00 am ﬂ |

(@) Hou r(s) before the office hours:
' 1

| want my schedule deadline to be flexible and allow drop-ins after deadline
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Calendar Sync

sync calendar items between your extemal calenda

HuskySuccess Calendar Sync

Select options to sync from your HuskySuccess Calendar to your External Calendar
Emiail me calendar attachments for every:

Appointment change

Change to my Office Hours and Group Sesslons

External Calendar Sync
sync busy times from your External Calendar to your HuskySuccess Calendar
Outlook Calendar Sync

A Important: You must share your calendar with starfish-calendar@bloomu.edu
CHich

re for further instn

Allow HuskySuccess to read busy times from my QOutlook Calendar

My Locations

© ~dd Locatior

SAVE CHANGES

CLEAR CHAMNGES

Name Type

CLEAR CHAMNGES

MNOTIFICATIONS

| SAVE CHANGES |


mailto:HuskySuccess@bloomu.edu
https://bloomu.edu/husky-success

Next, go back to the menu icon and click Appointments. Click on the Add Office Hours button (also found on your Home page).

Q}Ofﬂce Hours

Add Office Hours

#* Calendar My Calendar

* Title loffice HoursJNNNEEEE

* What day(s)? ‘Weekly Repeats every week(s)

Repeaton: [IMon [(JTue [Jwed [JThu [Jrri [Jsat [Jsun

* What time? ‘Enter Start Time | to |Enrer End Time |

* Where? Note: You may select more than one location to give students a choice.
[ Phone
Please call 570-389-3862 or provide your number for me to call you.

) Zoom Room
899 393 3880

* Office hours Type @ ‘Scheduled And Walk-ins

Take either scheduled appointments or walk-ins

* How long? i minimum appointment length
ad maximum appointment length

* Appointment Types  Select the types of meetings you will have in these office hours.

O eas [ General
[ HuskySuccess [ Office of Institutional Effectiveness

‘ Instructions ‘ Start/End Date

These will be sent to anyone who makes an appointment.

* Required fields




Input your information, including your Start/End Dates, and click Submit, found at the top and lower right of the pop-up box.

Add Office Hours Never Mind m

* Calendar My Calendar N
* Title Office Hours
* What day(s)? Weekly u Repeats every |1 u week(s)

Repeaton: EMon EdTue EAwed EThu EFri [Jsat [JSun

* What time? 8:00 am to |9:00am
* Where? Note: You may select more than one location to give students a choice.
Phone

Please call 570-389-3862 or provide your number for me to call you.

Zoom Room
899 393 3880

* Office hours Type @ Scheduled And Walk-ins u

Take either scheduled appointments or walk-ins

% How long? 15 minutes u minimum appointment length

15 minutes u maximum appointment length

#* Appointment Types  Select the types of meetings you will have in these office hours.

(JEAB [J General
HuskySuccess [_J Office of Institutional Effectiveness
Instructions Start/End Date

These will be sent to anyene who makes an appointment.

If someone is in the Zoom Room ahead of you, please wait in the virtual Waiting Room and | will be with
you as soon as possible. Thanks! )

* Required fields Never Mind | m




You can Edit or Cancel (delete) office hours, or add a Walk-In student by hovering over the clock icon in your Agenda tab of your
Appointments, then clicking on the appropriate button. Walk-Ins need to be enabled when you create your office hours under Office
Hours Type, or this button will not be visible.

HuskySuccess

4 August 2020 ~
s M T W T F

3

5

26 27 28 29 30 31 1
2 3 4 5 6 7 8 Day Week Schedule

5

9 10 11 12 13 14 1
16 17 18 19 20 21 22

Q,Ofﬂ(e Hours E%Appomtment #E‘,Group Session {""}Event t'aReserve Time || / Scheduling Wizard

Mon, 08-17-2020 4 »

23 24 25 26 27 28 29 Heid, Jessica

30 AN 1 2 3 4 5 a

Appointment Types Meetings on Today

All Appointments

[ available only () Today at 12:30 pm | —

My Calendar © External Hold: Report of masking non-compliance

;:I:eT:c:r:HI h::;:f:u ? ;Eg:iat 8:00am Participants
[ shultz, Kara m Today at 1:30 pm © If somecne is in the Zoom Room

ahead of you, please wait in the
virtual Waiting Room and | will be
with you as soon as possible.

4 Thanks!

@ External Hold: Bloomsburg Tech Talk

# Edit | | © Cancel | | © Walk-in




You can head back to the menu icon to find two sharable links in your Edit Profile tab. These links are useful for adding to a BOLT

course and digital syllabi, or including in emails to students. You can also choose to make the links sharable by other staff, such as a
department secretary, to provide to your students.

= HuskySuccess

EDIT PROFILE APPOINTMENT PREFERENCES NOTIFICATIONS

Jessica Heid

A Upload Photo

Username Institution Email
jheid@bloomu.edu jheid@bloomu.edu

Profile Settings

Control your login page and shared links.

Preferred Login Page

| Students > Tracking -

Share Links
Share your appointment and/or profile link with students and other staff members.
@ Show Me How

Link to schedule an appointment with me
https://bloomu.starfishsolutions.com/starfish-ops/difinstructor/serviceCatalog. htm|?bookmark=connection/19887/
schedule

Copy URL to clipboard
(3 Make URL available on my profile in the Service Catalog for other staff,

Link to view my profile
https://bleomu.starfishsolutions.com/starfish-ops/dI/instructor/serviceCataleg.htmZbookmark=connection/1 9887
Copy URL to clipboard

m Make URL available on my profile in the Service Catalog for other staff,

CLEAR CHANGES SAVE CHANGES




Error Messages:
As a staff or faculty member, if you attempt to test out your own scheduling link or the link of another staff or faculty member, you may

get one of the following error messages. This is because these links are designed to be used by students and HuskySuccess inputs the

student user ID automatically.

t Schedule Appointment

Jessica Heid

HuskySuccess Project Manager & Institutional Compliance Program Coordinator

What do you need help with?

Oops, looks like scheduling an appointment is not an option here. We suggest you to try other ways to contact Jessica Heid.

t Schedule Appointment

© Person not found. Please notify support with the following information: 30bed235-35b9-4172-b76b-ff48e63da3e2

Oops! Something went wrong...

GO TO SUCCESS NETWORK




Instead, check your HuskySuccess calendar by clicking on Appointments from the menu icon to see if your office hours are available
here. If there are Sign Up slots available where you planned, you have set up your office hours correctly and the link will work for
students. You are also able to add students into your office hour slots by clicking on the plus sign icon. Tip: There will not be separate
sharable links for different office hour blocks; one link leads to all of your office hour options.
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You are currently logged in as Roongo Starr (roongo@huskies.bloomu.edu).

t Connection Profile ’ or Students

Jessica Heid

HuskySuccess Project Manager & Institutional Compliance Program Coordinator

SCHEDULE APPOINTMENT This Week's Office Hours
Office Hours: Monday, Tuesday, Wednesday, Thursday, & Friday 8:00 - 9:00 AM






