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SECTION1 INTRODUCTION

1.0 Overview

This manual is intended for use by schedulers, advisors and counselors. The day-to-day operations for
end users are performed from the web.

This section contains the information needed to open and close the application, and work with passwords.
Each user will need both a user name and a password. The System Administrator will provide you with a
user name and an initial password. You can then change your password by following the steps in
“Change a Password” at Section 1.3.

1.1 Loginto SARS Anywhere

1. Loginto SARS Anywhere via the college’s public website (to be provided by college). The following
log-in screen will be displayed:

Please Log In
Database
M
User Name
Password
Login

Note If the user has access to more than one database, a selection screen will first be displayed from
which the user may select the desired database. After that selection, the Log-in screen will be displayed.

2. Type in your User Name.
3. Tab to the Password field and type your Password.

4. Click Login. Unsuccessful logins will display one of the following error codes:

Login Error Code Explanation

20 General error, possibly due to inability to access data service or
database, or configuration issue with data service.
21 User account does not have permission to access at least one of the

following access codes: THE GRID — Access All Schedules, MY
GRID — Access (as well as a Short Name), Drop-ins — Access, and at
least one Reports permission.

22 Invalid User Name and/or Password.

23 User logon is outside the parameters set for the time and day. (See
“Restrict Access” under User Name Maintenance in the SARS
Anywhere Administration Manual.)

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)
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After a successful login, the SARS Anywhere application will be displayed. This is an example of tool bar,
which provides access to various scheduling and configuration functions. Hovering the cursor over each
icon will display a tool tip describing the function.

John Adams > ADVISING > Monday, January 5, 2015 Quick Links
Tool Bar
Option Symbol Description

Flyover Menu [Name>Location>Day>Date] | Use to specify the Location, advisor(s), specialty,
and date(s) for which schedules will be displayed.

Quick Links

Quick Links -| Use to display the Quick Links menu, from which
many actions may be performed (other than
scheduling or canceling an appointment).

Refresh Use to refresh the screen display at any time.
Otherwise, the screen refreshes at the default rate
(30 seconds) or the rate configured by the user.
(See “Configure Miscellaneous Settings” at Section
4.4

Print Use to print any reports from screens that are
displayed as a Tab. These include the Daily
Report, the Snapshot Report, the Drop-in Report,
the Student History Report, and Notes.

Chat Use to configure the user’s individual Chat
Availability availability options.

Configuration Use to establish Tabs, MY GRID columns,
SARS:Chat settings, Miscellaneous settings, Export
settings, Drop-in screen settings, and Global
Configuration settings.

Help Use to gain access to the help files.

User Use to enter the user’s account information, change
a password, and logout of the application.

1.2  Enter Account Information

If you have forgotten your password, the system will use your Full Name, along with your email address
and telephone number to send you a code for resetting the password. To ensure that the system has
your correct information, use the Account Information option.

1. Navigate to the User icon located on the tool bar, as shown below.

John Adams > ADVISING > Monday, January 5, 2015 Quick Links

2. Click the User icon to display the following menu.

© 2014 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)
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John Adams

Account Information

Logout

Option ' Description |
[User Name] | Displays the User Name of the person who is signed in. |
Account Information ‘ Use to display an Account Information screen to add the user’s text phone ‘

and email address, which may be used if the user’s password is forgotten or
needs to be changed.

Use to change the user's own password.
Use to exit SARS Anywhere.

Change Password
Logout

3. Click Account Information to display the following screen:

DL prmatio 7 x

Text Phone

) - 14

Email Address

Cancel

4. Click the Text Phone field and enter your text phone number.
5. Click the Email Address field and enter your email address.

6. Click Save. The information provided in these two fields will be used by the system to provide
options to reset a password.

1.3 Change a Password

Only a user who has been granted SARS Admin — Access and User Name Maintenance access rights
can assign a password. After a password is initially assigned, either the System Administrator or the user
may change the password. The following instructions are for users who may wish to change their
passwords themselves. Passwords must conform to college requirements.

1. Navigate to the User icon located on the tool bar, as shown below.

John Adams > ADVISING > Monday, January 5, 2015 - Quick Links B e £

2. Click the User icon.

© 2014 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)
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3. Click Change Password to display the following screen.

Change Password B B

Current Password
Mew Password

Confirm Mew Password

Cancel

4. Click in the Current Password field and type in your existing password.
5. Click in the New Password field and type in your new password.

6. Click in the Confirm New Password field and re-type your new password in order to validate the
spelling.

7. Click Save.

1.4 Logout of SARS Anywhere

1. Navigate to the User icon located on the tool bar, as shown below.

Jote i AoV ~ oy r 5 201~ LAk

2. Click the User icon.

3. Select Logout. You will be returned to the Log In screen.

© 2014 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)
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SECTION 2 THE GRID

2.0 Overview of THE GRID

THE GRID is used to perform scheduling functions. It is a matrix of cells that displays scheduling data.
Each cell represents a date and time of day for an individual advisor. When a single date is selected for a
group of advisors, each column represents the daily schedule for the advisor named at the top of the
column. When a single advisor is selected, multiple dates are displayed, with each column representing
a calendar date.

Here is an example of THE GRID showing all advisors for the Advising Department for a single date.

John Adams > ADVISING > Monday, January 26, 2015 - Quick Links -
ADAMS JEFFERSN LINCOLN

8:00 AM | PREP PREP PREP

830 AM  SHOWED ADMIN DROP-IN SHOWED DROP-IN

9:00 AM  SHOWED NO SHOW ADMIN MTG-DEPT DROP-IN DROP-IN OPEN SHOWED DROP-IN

9:30 AM  NO SHOW ADMIN MTG-DEPT DROP-IN DROP-IN SHOWED OPEN DROP-IN
10:00 AM OPEN SHOWED ADMIN MTG-DEPT DROP-IN DROP-IN OPEN OPEN DROP-IN FREP
10:30 AM  SHOWED PREP OPEN MTG-DEPT PREP DROP-IN SHOWED DROP-IN NO SHOW SHOWED DROP-IN DROP-IN
11:00 AM SHOWED NO SHOW ADMIN DROP-IN DROP-IN OPEN DROP-IN SHOWED DROP-IN DROP-IN
11:30 AM  BOOKED BOOKED ADMIN ADMIN DROP-IN DROP-IN BOOKED DROP-IN OPEN OPEN DROP-IN DROP-IN
12:00 PM LUNCH LUNCH ADMIN ADMIN LUNCH LUNCH OPEN DROP-IN BOOKED LUNCH LUNCH DROP-IN
12:30 PM LUNCH LUNCH ADMIN OPEN LUNCH LUNCH BOOKED DROP-IN LUNCH LUNCH DROP-IN

100 PM MTG-DEPT MTG-DEPT MTG-DEPT OPEN MTG-DEPT MTG-DEFT MTG-DEPT MTG-DEFT MTG-DEPT MTG-DEPT MTG-DEPT MTG-DEPT MTG-DEFT

1:30PM  MTG-DEPT  MTG-DEPT = MTG-DEPT ADMIN MTG-DEPT ~ MTG-DEPT  MTG-DEPT  MTG-DEPT  MTG-DEPT  MTG-DEPT  MTG-DEPT  MTG-DEPT =~ MTG-DEPT
2:00 PM MTG-DEPT MTG-DEPT MTG-DEPT ADMIN MTG-DEPT MTG-DEFT MTG-DEPT MTG-DEFT MTG-DEPT MTG-DEPT MTG-DEPT MTG-DEPT MTG-DEFT

2:30 PM  DROP-IN OPEN LUNCH LUNCH DROP-IN BOOKED LUNCH LUNCH LUNCH BOOKED OPEN DROP-IN
3:00 PM  DROP-IN BOOKED LUNCH LUNCH DROP-IN OPEN PREP PREP LUNCH OPEN BOOKED DROP-IN
3:30 PM  DROP-IN OPEN ADMIN MTG-COMM DROP-IN BOOKED DROP-IN OPEN DROP-IN BOOKED OPEN BOOKED
400 PM  DROP-IN BOOKED ADMIN MTG-COMM DROP-IN BOOKED DROP-IN BOOKED DROP-IN FREP BOOKED OPEN
4:30 PM  DROP-IN OPEN PREP MTG-COMM DROP-IN DROP-IN OPEN DROP-IN BOOKED OPEN
5:00 PM BOOKED CLASS MTG-COMM DROP-IN DROP-IN OPEN OPEN
5:30 PM OPEN CLASS DROP-IN DROP-IN BOOKED BOOKED
6:00 PM CLASS DROP-IN OPEN
6:30 PM ADMIN DROP-IN BOOKED
Ll 3
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Here is an example of THE GRID displaying one advisor’'s schedule for the Advising Department for a
series of calendar dates.

John Adams > ADVISING > 01/26/2015 - 02/13/2015 - Quick Links

1/26/2015 | 1/27/2015 | 1/28/2015 | 1/29/2015 | 1/30/2015 | 2/2/2015 | 2/3/2015 | 2/4/2015 | 2/5/2015 | 2/6/2015 | 2/9/2015 | 2/10/2015 | 2/11/2015 | 2/12/f

Tuesday | Wednesday | Thursday Friday Monday Tuesday | Wednesday | Thursday Friday Monday Tuesday | Wednesday | Thu
8:00 AM PREP PREP PREP PREP PREP PREP PREP PREP PREP PREP PREP PREP PREP PR
830 AM  SHOWED BOOKED BOOKED OPEN BOOKED OPEN BOOKED OPEN OPEN BOOKED OPEN OPEN OPEN OP!
9:00 AM  SHOWED BOOKED OPEN BOOKED BOOKED OPEN BOOKED BOOKED OPEN OPEN OPEN OPEN OPEN OP!
9:30 AM  NO SHOW OPEN BOOKED OPEN BOOKED BOOKED OPEN BOOKED OPEN OPEN BOOKED OPEN OPEN OP!
10:00 AM OPEN BOOKED BOOKED BOOKED BOOKED OPEN BOOKED OPEN BOOKED OPEN OPEN OPEN OPEN OP!
10:30 AM  SHOWED BOOKED BOOKED BOOKED OPEN BOOKED OPEN BOOKED OPEN BOOKED OPEN OPEN OPEN OP!
11:00 AM BOOKED OPEN BOOKED OPEN BOOKED BOOKED OPEN BOOKED OPEN OPEN OPEN OPEN OoP
11.30 AM  BOOKED BOOKED BOOKED OPEN BOOKED OPEN OPEN BOOKED BOOKED OPEN OPEN OPEN OPEN OP!
12:00 PM LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUN
12:30 PM LUNCH MTG-55 LUNCH LUNCH LUNCH LUNCH MTG-55 LUNCH LUNCH LUNCH LUNCH MTG-55 LUNCH LUN
1.00 PM MTG-DEFT MTG-55 DROP-IN DROP-IN DROP-IN MTG-DEFT MTG-S5 DROP-IN DROP-IN DROFP-IN MTG-DEFT MTG-Ss DROP-IN DRO
1:30 PM  MTG-DEPT MTG-55 DROP-IN DROP-IN DROP-IN MTG-DEPT MTG-55 DROP-IN DROP-IN DROP-IN MTG-DEPT MTG-55 DROP-IN DRO
2:00 PM MTG-DEPT MTG-55 DROP-IN DROP-IN DROP-IN MTG-DEPT MTG-S5 DROP-IN DROP-IN DROP-IN MTG-DEPT MTG-Ss DROP-IN DRO

2:30PM  DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DRO
3.00PM  DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DRO
3:30PM  DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DRO

4.00 PM  DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DRO

430 PM  DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DRO

5.00 PM

5:30 PM

a-nn B -
4 b

2.1 Navigate THE GRID

The feature that allows the users to specify which Location, date, advisor(s) and specialty to display is
located on the tool bar after logging in to SARS Anywhere.

+
| John Adams > ADVISING > Monday, January 26, 2015 ~ ‘, éa f ﬁ. = L g
r -

1. If needed, click on the tab labeled THE GRID. The focus will be placed on the first column, which will
display the first advisor for the Location, or the first date if THE GRID is being used by a single
advisor to work with multiple dates.

2. Note the Flyout menu [Full Name > Location > Day > Date v]. The Full Name of the advisor for the
column that is active will be displayed in the Flyout Menu. To make any changes, touch or click on
the Flyout menu to display a selection screen.

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)
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Here is an example when all advisors are shown on THE GRID:

Location Short Name
ADVISING ALL

Date Specialty

[ I jan v[2015 V]| J i

Su Mo Tu We Th Fr Sa

(%)

6 7, 8% 9
12 13 14 15 16
19 20 21 22/ 23
26 27 28 29 30

Here is an example for a single advisor from THE GRID:

Location
ADVISING

Date

[. Jan w2015 vl ]

Su Mo Tu We Th Fr 5a

5 6 Fi 8 9
12| 13) 14 15| 16
IS 20: 21 | 22 23
26 27| 28 29 30

[Name > Location > Day > Date v].

Option Description

Location Use to select the work unit or department for which schedules will be displayed
on THE GRID.

Date Use to select a single date for the multiple advisors mode and to select multiple

dates for the single advisor mode to be displayed on THE GRID.

<[Prev] Use to display the previous month.
[Month] Use to display a list of months for selection.
[Year] Use to display a list of years for selection.

> [Next] Use to display the next month.

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)
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[Name > Location > Day > Date v].
Option Description
Today Use to display today’s date.

Short All [Available if the user has permission to Access All Schedules] Use to display
Name all advisors for the selected location for a single date. This option may be
further refined by grouping advisors by specialty.

[Name] [Available if the user has permission to Access All Schedules] Use to select
one advisor for whom multiple dates will be displayed.

Specialty [Available if the user has permission to Access All Schedules] Use, in
connection with Short Name — All, to display only those advisors with the
selected specialized subject matter or skill in order to schedule students with
an individual who can best meet their needs. For example, some advisors may
have specialized knowledge pertinent to veterans; others may have knowledge
that is pertinent to athletes or international students.

a. |If needed, click Location ¥ and select the Location in which the appointment is to be scheduled.

b. Inthe Date panel, note that a date picker offers the opportunity to navigate to a selected month
and year, to click on a specific date on the calendar, or to select today by clicking on Today.

c. If the user has permission to Access All Schedules, the Short Name field defaults to ALL. If
needed, click Short Name v and select the advisor whose schedule is to be displayed on THE
GRID for a series of calendar dates. If the user has access only to his/her own schedule, the field
will display only that user’s Short Name.

d. [If the user has permission to “Access All Schedules”] Click Specialty v and select the desired
specialty in order to refine the list to only those advisors who are associated with that specialty, or
leave the option at ALL to include all advisors.

e. Move the cursor away from the selection panel to return to THE GRID.

Tip

To find adjacent dates that are not currently displayed, use Next >> or << Previous at the bottom of
THE GRID. In multiple advisor mode, Next >> will advance to the next date and << Previous will
display the previous date. In single advisor mode, Next >> will advance to the next set of dates and
<< Previous will display the previous set of dates.

3. To establish a Background Theme, Refresh Interval, and Flyouts on Mouseover option for THE
GRID, click the Configuration icon on the top bar of the screen and select Miscellaneous. Proceed
to make the desired selections. (See “Configure Miscellaneous Settings” at Section 4.4 for step-by-
step instructions.)

4. To perform a scheduling action, double-click on the desired appointment available time slot to display
the Student Appointment Screen. Proceed to book the appointment. (See “Scheduling Functions” at
Section 6 for step-by-step instructions.)

Note
If a locked padlock icon is displayed in the header of a column, it means that the column has been locked
and cannot be used for scheduling. See “Lock or Unlock a Column” at Section 13.4.
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SECTION 3

MY GRID

3.0 Overview of MY GRID

MY GRID is used by advisors to view or print their schedule for a selected date. MY GRID displays an
individual advisor’s activities, by time, for a single date. If the activity is a booked appointment, the
student's name and ID, as well as reasons for the appointment, will be displayed. To view multiple dates
of a single advisor’'s schedule, use THE GRID (see Section 2).

The following features are discussed in this section:

3.1

3.2

Navigate MY GRID

View and Print a Schedule

MY GRID has the capability of displaying a variety of columns. Here is an example, although which
columns to display, as well as the display order of the columns, (other than Time), may be customized as
desired using the MY GRID Columns Configuration screen described in Section 4.2. Here is an example
of MY GRID showing some, but not all, of the possible status columns.

8:30 AM )
g00aM F ! i
9:30 AM &
10:00 AM
10:30 AM &)
11:00 AM
11:30AM & !
12:00 PM
12:30 FM

1:00 PM

1:30 PM

2:00 PM

2:30 FM

3:00 PM

3:30 PM

4:00 PM

4:30 PM

<< Previous

SHOWED
SHOWED
NO SHOW
‘OPEN
SHOWED

BOOKED
LUNCH
LUNCH

MTG-DEFT
MTG-DEFT
MTG-DEPT

DROP-IN

DROPF-IN

DROP-IN

DROP-IN

DROP-IN

4765962

4365892

5862087

38288389

s5G000081

John Adams > ADVISING > Monday, January 26, 2015 -

l THE GRID I MY GRID ] Drop-in

Student Name

DREW, SUSAN
BROWN, ROBERT
MUSIC, MELODY

KING, WILLIAM

GRANCER, GEORGE

Reason Code(s)

COURSE REPET

OVERRIDE

PRE-REQ CHAL

MAJOR, COURSE SELECT, PERSONAL

ADVISING, CREDIT BY EXAM

O ¢ 7 & ? 4

Repeat Algebra TA

Wishes 1o take 18 units as he did last term. GPA is 3.95.
English 1A

Change from Computer Science to Business

Transferred from Silicon Valley CC

Advising Conference Room

Advising Conference Room

Advising Conference Room
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Column Option

Time

Schedule Code

Notes

Alerts

Additional
Information

eAdvising

Send Email

Send Text
Message

Student ID

Student Name
Reason Code(s)

Comments

Description

Symbol

- &

o

MY GRID
Description

Used to display the time slots for the advisor’s schedule. This
column is fixed.

Used to display the Schedule Code for each time slot. The heading
for the column is “Code.”

Used to indicate that one or more Notes exist for the student
booked in the time slot. Clicking on the icon in this column will
display the Notepad containing the notes about the student.

Used to indicate that one or more Alerts exist for the student
booked in the time slot. Clicking on the icon in this column will
display any Alert(s) for the student.

Used to indicate that Additional Information is available about the
student booked in the time slot. Clicking on the icon in this column
will display the Additional Information screen for the student.

Use to view a list of unanswered and answered eAdvising questions
sent by the student in the booked appointment time slot. Clicking
on the icon in this column will display the eAdvising questions and
answers from the student. [Also available as a tab, where the user
may view all unanswered questions from all students in the
Location.]

Used to indicate that the student in the booked appointment time
slot has an email address on file and that email is a student contact
option. Clicking on the icon will display the Send Email dialogue
screen, which can be used to compose a message to the student.

Used to indicate that the student booked in the time slot has a text
phone on file and that text messaging is a student contact option.
Clicking on the icon will display the Send Text Message screen,
which can be used to compose a message to the student.

Used to display the student identifier for a student booked in a time
slot.

Used to display the name of the student booked in time slot.
Used to display the reason(s) for the appointment or activity.

Used to display any comments that are associated with the
appointment or time slot.

Used to display a more complete description of the Schedule Code.
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3.1 Navigate MY GRID

The feature that allows the users to specify which date, advisor(s) and specialty to display is located on
the tool bar after logging in to SARS Anywhere from the web.

{

John Adams > ADVISING > Monday, January 5, 2015 Quick Links

When the focus is on the tab labeled MY GRID, your schedule for today will be displayed.

1. Note the Flyout menu [Name > Location > Day > Datev]. To make any changes, touch or click on
the Flyout menu to display a selection screen. Here is an example:

Location
ADVISING

Date

[ | Jan v]z015  v| ]

Su Mo Tu We Th Fr Sa

3 [ 7 8 9
12 13 14 15 16
P | 200 20| 22 023
26 27 28 29 30

[Location > Datev]

Option Description
Location Use to select the work unit or department for which the advisor’s
schedule will be displayed.
Date | <« [Prev] Use to select the previous month.
[Month] Use to display a list of months for selection.
[Year] Use to display a list of years for selection.
» [Next] Use to select the next month.

a. If needed, click Location v and select the Location in which the schedule is to be viewed or
worked with.

b. Inthe Date panel, note that a date picker offers the opportunity to navigate to a selected month
and year, to click on a specific date on the calendar, or to select today by clicking on Today.

c. Move the cursor away from the selection panel to return to MY GRID.
2. To configure the columns to be displayed on MY GRID, click the Configuration icon on the tool bar

and select MY GRID Columns. Proceed to select, de-select, and/or re-order the column options.
(See Section 4.2 for step-by-step instructions.)
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3. To establish a Background Theme, Refresh Interval, and Flyouts on Mouseover option for MY GRID,
click the Configuration icon on the tool bar and select Miscellaneous. Proceed to make the desired
selections. (See Section 4.4 for step-by-step instructions.)

4. To perform a scheduling action, double-click on the desired appointment available time slot to display
the Student Appointment Screen. Proceed to book the appointment. (See Section 6 for step-by-step
instructions.)

5. To view multiple dates at the same time for a given advisor, use THE GRID. (See Section 2.1 for
step-by-step instructions.)
3.2 View, Print and Save a Schedule

Two reports are available from MY GRID by clicking on the Printer icon on the toolbar, as shown below:
1

John Adams > ADVISING > Monday, January 5, 2015 Quick Links

The Daily Report displays an individual's schedule for a single day and provides options to suppress ID,
hide extended time slots, and/or exclude the Default Master Schedule Code. In Portrait mode, it displays
each scheduled activity by time, and, if the activity is an appointment, the student’s name, ID and
telephone number, as well as the reason(s) for the appointment. In Landscape mode, the report also
displays any comments about the activities. Here is an example of the criteria screen for the Daily
Report.

Report Orientation
Daily Report Portrait
Snapshot Report Landscape

Report Criteria

From Date To Date
01/05/2015 01/05/2015

Exclude Default Code Hide Extended Cells
Suppress ID

View Save

The Snapshot Report displays multiple days per page of an individual’'s schedule. The report displays in
column format the date and day of the week, the time of each scheduled activity, and the schedule code.
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Here is an example of the criteria screen for the Snapshot Report.

Option
Report

Orientation
[Daily Report]

Orientation
[Snapshot
Report]

Report Criteria
[Daily Report]

Report Orientation
Daily Report Portrait
Snapshot Report Landscape
Report Criteria
From Date To Date
01,/05/2015 01,/05/2015
Blank Snapshot
View Save

Daily Report
Snapshot Report
Portrait

Landscape

Portrait

Landscape
From Date
To Date

Exclude Default
Code

Hide Extended
Cells

Suppress ID

MY GRID Reports
Description

Use to select the Daily Report.
Use to select the Snapshot Report.

Use to print each activity by time. It includes all information
that is displayed in Landscape, except for Comments. The
information is displayed vertically on a page.

[This is the default mode for the Daily Report] Use to print
each activity by time. If the activity is an appointment, this
orientation shows the student’s name, ID, and telephone
number, as well as the reason(s) for the appointment. It
also prints any comments about each activity. The
information is displayed horizontally on a page.

Use to print the report vertically, which will display in
column format up to eight dates per page of an individual’s
schedule.

Use to print the report horizontally, which will display more
dates than the portrait mode.

Use to select the first date of a date range to be displayed
on the report.

Use to select the last date of a date range to be displayed
on the report.

Use to shorten the report by eliminating time slots that
contain the Default Master Schedule Code, which is
displayed in any time slot for which no other Schedule Code
has been entered (e.g., ....).

Use to display only the starting time of each activity. This
option will reduce the length of the report to be printed
when a schedule contains extended appointments or
extended activities.

Use to prevent the report from printing the student'’s
identifier.
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Option

Report Criteria From Date
[Snapshot
Report] To Date

Blank Snapshot

View
Save

3.2.1 Set-Up the Daily Report

MY GRID Reports
Description
Use to select the first date of a date range to be displayed

on the report.

Use to select the last date of a date range to be displayed
on the report.

Use to generate a blank copy of THE GRID, showing
columns which can be used for days of the week, with time
slots in the left-hand column. The purpose of this report is
to provide a blank schedule for an advisor to handwrite and
submit a recurring schedule.

Use to view the report prior to, or in lieu of, printing.
Use to save the report to a file.

1. From MY GRID, navigate to the desired date.

2. Click the Printer icon on the tool bar of the screen to display the following criteria screen.

3. Click Daily Report.

4. Select the orientation (either Portrait or Landscape).

Notes

The Landscape Orientation, which is the default, prints each activity by time. If the activity is an
appointment, this orientation shows the student’s name, ID, and telephone number, as well as the
reason(s) for the appointment. It also prints any comments about each activity. The information is

displayed horizontally on a page.

The Portrait Orientation prints each activity by time. It includes all information that is displayed in the
Landscape Orientation, except for Comments. The information is displayed vertically on a page

5, Click From Date and type in the first date to be covered by the report, or use the Date Picker. (See

Appendix B)

6. Click To Date and type in the last date to be covered by the report, or use the Date Picker.

7. If desired, click Exclude Default Code. This option shortens the report by eliminating the time slots
in which no other Schedule Code has been inserted.

Note

The Exclude Default Code option is useful when time increments are set for less than 30 minutes,
which may cause the report to extend beyond a single page.

8. If desired, click Hide Extended Cells to display only the starting time of each activity.

9. If desired, click Suppress ID.

10. Click View to view the report prior to, or in lieu of, printing.
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_Or_

Click Save to save the report to a file.

Note
The available options for viewing and saving are dependent on your web browser and/or your PDF

viewer. Paper copies can be printed from the viewing screen.

3.2.2 Set-Up the Snapshot Report

1. From MY GRID, navigate to the desired date.

2. Click the Printer icon on the tool bar of the screen to display the following criteria screen.
3. Click Snapshot Report.

4. Select the orientation (either Portrait or Landscape).

5, Click From Date and type in the first date to be covered by the report, or use the Date Picker. (See
Appendix B)

6. Click To Date and type in the last date to be covered by the report, or use the Date Picker.
7. Click Blank Snapshot if you wish to generate a blank copy to use as a worksheet.
8. Click View to view the report prior to, or in lieu of, printing.

-or-

Click Save to save the report to a file.

Note
The available options for viewing and saving are dependent on your web browser and/or your PDF

viewer. Paper copies can be printed from the viewing screen.
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SECTION 4 CONFIGURATION OPTIONS

40 Overview

The Configuration Screen is available to individualize the appearance and functionality of a user's SARS
Anywhere experience. It is accessed by clicking on the Configuration (gear) icon located on the tool bar
after logging in to SARS Anywhere from the web.

{

John Adams > ADVISING > Monday, January 5, 2015 Quick Links

The following configuration options are discussed in this section:
4.1 Configure Tabs
4.2 Configure My GRID Columns
4.3 Configure SARS-Chat
4.4 Configure Miscellaneous Settings
4.5 Configure Export Settings

4.6 View and Configure Drop-in Settings

4.1 Configure Tabs

The Tabs configuration option may be used to select or de-select certain functions to be displayed as
tabs in SARS Anywhere in order to provide more direct access to those functions. Users may also use
this screen to change the order in which the selected Tabs are displayed. Only those functions to which
the user has access rights will be displayed.

To exit a function that is established as a Tab, simply click on a different tab.

1. Click the Configuration icon.

John Adams > ADVISING > Monday, January 5, 2015 Quick Links

2. Click Tabs. The screen shows all available tabs in two panels: Selected Tabs (tabs in use) and
Available Tabs (tabs available for selection). Users will see only those functions for which they have
been granted access. Aside from THE GRID, MY GRID, and Drop-in, which are embedded, other tab
functions are available from the Quick Links option (see “The Quick Links Menu” at Section 5.)

Here is an example of all available tab options:
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Configuration a a

MY GRID Columns Miscellaneous

Drop-in

Tab Configuration

a8 =2 Additional Information
(] =2 Alerts
a8 =2 Contacts

= gAdvising

= Master Schedules

=2 Notepad

»2 Quick Day Change

=2 Recurring Activities

= Reports

=2 Search for Appointment
= Student History

= Student Maintenance

0K Cancel

Tab Configuration ‘

Option | Description ‘
Selected Tabs Use to display a list of tabs that are already in use in SARS Anywhere for
the user.
Available Tabs | Use to display a list of tabs that are not in use in SARS Anywhere. ‘
THE GRID Use to display a user’s own schedule for multiple dates or schedules for all
advisors in the selected Location. The tab is embedded and locked in
place.
MY GRID Use to display a user’s own schedule for a single date. The tab is

embedded and locked in place.

Drop-in Use to display the Drop-in screen. The tab is embedded and locked in
place. (See “Drop-ins” at Section 7.)

Additional Information Use to add a tab for easy access to the Additional Information screen, from
which users may view and, if permitted, record or change responses about
a student. (See “Additional Information” at Section 9.)
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Option
Alerts

Contacts

eAdvising

Master Schedules

Notepad

Quick Day Change

Recurring Activities

Reports
Search for

Appointment

Student History

Student Maintenance

OK

Cancel

Tab Configuration
Description

Use to add a tab for easy access to the Alerts screen, from which users
may view or enter a message that is viewable by advisors or by schedulers
who have access to this Location. Student alerts will also be viewable by
students when making their own appointments via eSARS. (See “Alerts” at
Section 10.)

Use to add a tab for easy access to the Contacts screen, from which users
may keep a count of the number of informal student contacts made each
day in addition to appointments and drop-in visits. (See “Contacts” at
Section 12.)

Use to add a tab for easy access to the eAdvising screen, from which users
may view a list of unanswered eAdvising questions sent by any student and
to reply to or delete a question. (See “eAdvising” at Section 17.)

Use to add a tab for easy access to the Master Schedules screen, from
which users may create and add a user’'s master schedule. (See “Master
Schedules” at Section 15).

Use to add a tab for easy access to the Notepad, from which authorized
users may view, print, write, and, in some cases, delete and change the
security status of notes about students. (See “The Notepad” at Section 16.)

Use to add a tab for easy access to the Quick Day Change screen, from
which users may change an advisor’s schedule after it has been added to
THE GRID and MY GRID. (See “Change Schedules” at Section 13.)

Use to add a tab for easy access to the Recurring Activities screen, from
which users may schedule a regularly recurring appointment or meeting for
a single advisor using a variety of criteria (location, date range, time range,
duration, frequency, etc.). (See “Make Recurring Appointments” at Section
6.15.)

Use to add a tab for easy access to the Reports screen, from which users
may view and print reports. (See the SARS Anywhere Reports Manual.)

Use to add a tab for easy access to the Search for Appointment screen,
from which users may find an appointment slot using a variety of criteria
(e.g., advisor, specialty, date range, day of week, time range). (See
“Search for an Available Appointment Slot” at Section 6.4.)

Use to add a tab for easy access to the Student History screen, from which
users may view all appointment and drop-in history for the selected student,
as well as a history of all answered eAdvising questions. (See “The
Student History Screen” at Section 8.)

Use to add a tab for easy access to the Student Maintenance screen, from
which users may add a student, change information about a student, merge
IDs, or delete a student in a case where no appointment activity has yet
been recorded. (See “Student Maintenance” at Section 19.)

Use to save entries and exit the screen.

Use to exit the screen without saving.
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3. Toinclude a tab that is listed in Available Tabs panel, click on the tab label and then drag and drop it
within the Selected Tabs panel. Repeat this action as desired for other tabs to be added.

4. Toremove a tab that is listed in the Selected Tabs panel, click on the tab label and then drag and
drop it within the Available Tabs panel. Repeat this action as desired for other tabs to be removed
from the display.

5. To rearrange the order of the tabs, click on the tab label to be moved and drag it up or down until it is
in the desired location relative to the other items on the list. Then drop it in place.

6. When done, click OK to save and exit the screen.
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4.2  Configure MY GRID Columns

If the user has access rights to use MY GRID, the MY GRID Columns Tab will be displayed on the
Configuration screen. This option may be used to select or de-select columns to be displayed or
removed from MY GRID, as well as to arrange the display order of the columns. Using MY GRID is
discussed in Section 3.

1. Click the Configuration icon.

o b oo 5205 GEFB 7L

2. Click the MY GRID Columns tab. The screen shows all available columns in two panels: the
Selected Columns panel (columns in use) and the Available Columns panel (columns available for
selection). Users will see only those functions for which they have been granted access. Here is an
example:

Configuration 80

MY GRID Columns

My Grid Column Configuration

it o
8 Time

»2 Description

z Additional Information = pAdvising
= Alerts = Send Email
= Notes = Send Text Message

# Schedule Code
=2 Student ID

= Student Name
=:Reason Code(s)

2 Comments

0K Cancel
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Column Option

Selected
Columns

Available
Columns

Time

Additional
Information

Alerts

Comments

Description

eAdvising

Notes

Reason Code(s)

Schedule Code

Send Email

Send Text
Message

Student ID

Student Name
OK

Cancel

3.

Symbol

TXT

MY GRID Column Configuration
Description

Use to display a list of columns that are already in use for display
on MY GRID.

Use to display a list of columns that are not in use on MY GRID.

Use to display the time slots for the advisor’s schedule. This
column is embedded and locked in place.

Used to indicate that Additional Information is available about a
student in a booked appointment time slot. Clicking on the icon in
this column will display the Additional Information screen for the
student.

Used to indicate that one or more Alerts exist for a student in a
booked appointment time slot. Clicking on the icon in this column
will display any Alert(s) for the student.

Used to display any comments that have been entered in
association with the associated appointment or time slot.

Used to display a more complete description of the Schedule Code.

Use to view a list of all unanswered and answered eAdvising
questions sent by the student in a booked appointment time slot. .
Clicking on the icon in this column will display any eAdvising entries
for that student.

Used to indicate that one or more Notes exist for a student in a
booked appointment time slot. Clicking on the icon in this column
will display the Notepad containing the notes about the student.

Used to display the reason(s) for the appointment or activity.

Used to display the Schedule Code for each time slot. The heading
for the column is “Code.”

[under development]

[under development]

Used to display the student identifier for a student booked in the
time slot.

Used to display the name of the student booked in the time slot.
Use to save the entries and exit the screen.

Use to exit the screen without saving.

To include a column that is listed in Available Columns, click on the column label and then drag and

drop it within the Selected Columns panel. Repeat this action as desired for other columns to be

added.
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4. Toremove a column that is listed in Selected Columns, click on the column label and drag and drop it
within the Available Columns panel. Repeat this action as desired for other columns to be deleted.

5. To rearrange the order of the columns, click on the column label to be moved and drag it up or down
until it is placed in the desired location relative to the other items on the list. Then drop it in place.
Repeat this action until all columns are in the desired order.

6. When done, click OK to save and exit the screen.
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4.3 Configure SARS-CHAT

The SARS-Chat Tab on the Configuration screen is used to individualize the various settings for instant
messaging through SARS Anywhere (SARS-Chat) or as a separate chat program that does not require
logging in to SARS Anywhere (Desktop Chat). Each user who wishes to receive chat notifications or
messages will need to establish his or her individual configuration settings. Using SARS-CHAT and
Desktop Chat is discussed at Section 14.

The Configuration screen is also used to specify that the user would prefer to use desktop chat, rather
than SARS-Chat.

1. After logging in to SARS Anywhere as the user for whom messages are to be received, click the
Configuration icon.

i
o > ASIG> ontan5 205 CEsn?a

2. Click the SARS:-Chat tab. Here is an example:

Configuration

Tabs I SARS-Chat Miscellaneous Drop-in

Global Configuration

Settings Notification Sound
Disable [SARS Default v
+ Store Chat Conversations
Repeat
Message Display Popup Messages
+ Color Code Messages + Allow Popups
Sent Color Received Color Play Sound- for r?Jon—Popu;-js
BAEDEG . AFEOEA . Popup Motifications as Windows
sent | | Received | Desktop Chat

Install Desktop Chat
Appointment Reminders Using Desktop Chat
+ Chat Min. in Advance |15
+ Email Min. in Advance 30
SMS  Min. in Advance

Default Chat Shooze Freguency

[5 Minutes v

0K Cancel
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Option
Settings

Message
Display

Appointment
Reminders

Notification
Sound

Popup
Messages

Disable

Store Chat
Conversations

Color Code
Messages

Sent Color

Sent

Received Color

Received

Chat v
Min. in
Advance

Email | M

Min. in
Advance

SMS |

Min. in
Advance
SARS Default

Repeat

Allow Popups

SARS:Chat
Description

Use to prevent this user from sending or receiving any
notifications. The lightning bolt will still be displayed, but the
user will not be able to send or receive chat messages. If not
checked, the SARS Chat server will be able to communicate
with this user.

Use to select the option to have all chat messages stored for
the individual’'s own viewing.

Use to select the option to individualize the color of sent and
received messages.

Use to select a color for sent messages.

Used to display a sample of the selected color for sent
messages.

Use to select a color for received messages.

Used to display a sample of the selected color for received
messages.

Use to specify that appointment reminders will be sent via
SARS.-Chat for all Locations using SARS Anywhere.

Use to enter the number of minutes prior to a scheduled
appointment that a Chat reminder will be sent to the advisor.

Use to specify that appointment reminders will be sent via
email for all Locations using SARS Anywhere.

Use to enter the number of minutes prior to a scheduled
appointment that an email reminder will be sent to the
advisor.

Use to specify that appointment reminders will be sent via
text messaging (SMS) for all Locations using SARS
Anywhere.

Use to enter the number of minutes prior to a scheduled
appointment that a text reminder will be sent to the advisor.

Use to specify that the default sound will be used for the
Notification Sound.

Use to have the notification sound continue until the user
responds to the message. If unchecked, the notification
sound will only occur once.

Use to have the message natification displayed on the
screen. If not checked and a message is waiting, the
lightning bolt will change from white to yellow with an
exclamation mark contained within a red circle. (Note: This
feature requires that the popup blocker in your web browser
be disabled.)
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SARS:Chat

Option Description

Play Sound for [Enabled if Allow Popups is not checked]

Non-Popups Use to play the notification sound if the Allow Popups option

is not enabled.

Popup Notifications | Use if Allow Popups is checked to display each message in

as Windows its own separate web browser window.
Default None Use to specify the number of minutes that should elapse
Chat Snooze 1 minute before the next appointment reminder is received.
Frequency 5 minutes

10 minutes

Desktop Chat

Install Desktop
Chat

Use to install Desktop Chat, if desired. (See Section 4.3.1,
below for installation instructions.)

Using Desktop
Chat

Use to specify that the user has installed the desktop chat
and wishes to have all chat messages directed to the
desktop chat program rather than the embedded chat
application in SARS Anywhere. This will allow chat
notifications, even if the user is not logged in to SARS
Anywhere. If this option is selected, the SARS-CHAT option
in SARS Anywhere will be disabled.

OK Use to save the entries and exit the screen.

Cancel Use to exit the screen without saving.

3. Inthe Settings panel, note that the Disabled option is unchecked and the Store Chat Conversations
option is checked.

a. To disable the chat feature, check Disabled.
b. To disable the option for storing chat conversations, uncheck Store Chat Conversations.

4. Inthe Message Display panel, click Color Code Messages if you wish to have sent and received
messages displayed in different colors. Then,

a. Click Sent Color v and select the desired color for messages that you will send out. The color
will be displayed in the box below.

b. Click Received Color v and select the desired color for messages that you will receive from
others. The color will be displayed in the box below.

5. Inthe Appointment Reminders panel,

a. Check the Chat checkbox to have the system send you appointment reminders. Then in the Min.
in Advance field, type in the number of minutes prior to the scheduled appointment that the
message will be sent.

b. Check the Email checkbox to have the system send you appointment reminders via email. Then
in the Min. in Advance field, type in the number of minutes prior to the scheduled appointment
that the message will be sent.

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (8/12/2015)



SARS Anywhere User Manual Section 4: Configuration Options - 11

c. Check the SMS checkbox to have the system send you appointment reminders via text
messaging. Then in the Min. in Advance field, type in the number of minutes prior to the
scheduled appointment that the message will be sent.

6. Inthe Default Chat Snooze Frequency panel, click v and select the amount of time that should
elapse between chat appointment reminder notifications. A frequency other than None is
recommended in order to save the user additional steps.

7. Inthe Notification Sound panel, note that the SARS Default sound is checked as the designated
sound.

a. Leave the SARS Default sound, or select None to specify that there should not be a notification
sound.

b. If you want the notification sound to be repeated, click Repeat.

8. Inthe Popup Messages panel,

a. Click Allow Popups to receive a popup notification of an incoming message.

b. If desired, also click Popup Notifications as Windows to display messages in a separate web
browser window.

_Or-

c. If the Allow Popups option is not checked, click Play Sound for Non Popups to be alerted of a
message by a sound in lieu of a popup message.

Note
In order to view chat popups, your pop-up blocker must be disabled for the SARS Anywhere website. For
instructions on disabling your pop-up blocker, see your web browser help file.

9. Disregard the Desktop Chat panel for now. This option is available if the user wishes to use a chat
program that is not embedded within SARS Anywhere. The advantage is that the user does not need
to be logged in to SARS Anywhere in order to send or receive messages. However, Desktop Chat
has the following limitations:

Sent and received messages cannot be color-coded.

Multiple conversations are displayed as separate Windows.

To start up Desktop Chat, the user must login the first time.

If Use Desktop Chat is selected, the Chat option in SARS Anywhere will be disabled.

If Desktop Chat is desired rather than SARS-Chat, follow the installation steps and selection option at
Section 4.3.1, below.

10. When done, click OK to save and exit the screen.
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4.3.1 Install Desktop Chat

1. Inthe Desktop Chat panel, click Install Desktop Chat to download and install the desktop chat
application. An installation dialog screen will be displayed. Here is one example:

Application Install - Security \arning @
Do you want to install this application? ’ﬂ,’

Mame:
SARE Argavhere - Desktop Chat

From [(Hover over the string below to see the full domain):
apps.sarsgrid.com

Publisher:
SARS Software Products Inc.

Install ‘ [ Don'tInstall

While applications frorm the Internet can be useful, they can potentially harm your cormputer, If
you do not trust the source, do not install this software, More Information...

2. Click Install. When the installation is complete, a Login screen will be displayed. Here is an

example:
57 Login 2

SARS Anywhere LRL

https: /A dwa nboo, edulSAR SAmmwhers Go

Database

SARS Support D atabaze v|

Uzemame

Jadams

Paszwaord

L1112 ]1] ]

Lagin E xit
Login (Desktop Chat)

Option Description
SARS Anywhere | Use to specify the URL for the college’s installation of SARS Anywhere.
URL
Go Use to connect to the specified URL and retrieve the database list,

thereby enabling the remaining fields on the Login screen.

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (8/12/2015)



SARS Anywhere User Manual Section 4: Configuration Options - 13

Login (Desktop Chat)

Option Description

Database Use to select the SARS database that will be used for Desktop Chat.
Username Use to enter your own SARS username.

Password Use to enter your own SARS password.

Login Use to login and place the Desktop Chat icon on the system tray at the

bottom of your screen.

Exit Use to exit the Login screen.

3. To login to Desktop Chat,

a. Click the SARS Anywhere URL field and specify the URL for the college’s installation of SARS
Anywhere.

b. Click Go to enable the remaining fields on the Login screen.
c. Click Database v and select the SARS database that will be used for Desktop Chat.
d. Click the Username field and type in your SARS username.
e. Click the Password field and type in your SARS password.

f. Click Login. This will place a Desktop Chat icon in your system tray on the bottom of your
screen.

4. When done with the installation process,

a. Go back to the SARS-Chat Configuration screen and check Using Desktop Chat to have all chat
messages directed to the desktop chat program rather than the embedded chat application in
SARS Anywhere. This will allow chat notifications, even if the user is not logged in to SARS
Anywhere. The lightning bolt on the SARS Anywhere tool bar will be disabled and a small PC
icon will be placed in its stead. Access to desktop chat will be via a lightning bolt on the system
tray at the bottom of the screen.

b. Click OK.

5. To work with Desktop Chat, see “Use Desktop Chat” at Section 14.2.
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4.4  Configure Miscellaneous Settings

The Miscellaneous Tab on the Configuration screen may be used to establish the background theme for
the individual's screen, the refresh interval, and other miscellaneous settings.

1. Click the Configuration icon.
{

S O F o 7 &

2. Click the Miscellaneous tab. Here is an example:

Configuration a n

Drop-in

Tabs SARS-Chat I Miscellaneous

Global Configuration

—Theme — Refresh Interval
[Redmond v [30 Seconds ~
—Miscellaneous — Print Controller
Cpen Flyouts on Mouseover Print Controller
None -
Install Print Controller

OK Cancel
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Miscellaneous
Option Description

Theme Redmond (grey/blue) Use to select a color pattern for the background of the
Smoothness (white/grey) | SARS Anywhere screens. The options are:
Darkness (black)
Lightness (orange)
Le-Frog (green)
Start (blue)
Sunny (yellow)
Overcast (gray).

Refresh 10 seconds Use to select the frequency with which THE GRID and
Interval 15 seconds MY GRID will be refreshed to show the most recent

20 seconds information.

30 seconds
45 seconds
1 minute

2 minutes
3 minutes
4 minutes
5 minutes

Miscellaneous | Open Flyouts on Use to select the option to display the Flyout menu
Mouseover [Name > Location > Day > Date ¥v] when the cursor
hovers over a feature. The default is unchecked, in
which case the Flyout menu will be displayed by

clicking on it.
Print Use to select the printer to be used for printing
Controller appointment confirmations.
Install Print Controller Use to install the Print Controller.
OK Use to save the entries and exit the screen.
Close Use to exit the screen without saving.

3. Inthe Theme panel, click v and select the desired color for the background theme.

4. Inthe Refresh Interval panel, click ¥ and select the amount of time that should elapse between
screen refreshes.

5. Inthe Miscellaneous panel,

a. Click Open Flyouts on Mouseover if you want to open the [Name > Location > Day > Date v]
menu when the mouse hovers over the Flyout label.

_Or_

b. Leave the option unchecked to open the menu by clicking on the Flyout label.
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441 Select and/or Install a Print Controller

Appointment confirmations may be printed on plain sheets of paper, on labels, or on continuous feed
thermal receipt paper. If labels or continuous feed thermal paper are to be used, note that SARS
Anywhere is compatible with Dymo Label Writer 300 and 330 or higher. Compatibility with other label
printers has not been tested and cannot be guaranteed.

The Print Controller panel on the Miscellaneous Configuration screen is used to establish printer
specifications for printing appointment confirmations, which may be generated automatically if the Print
Confirmation option is selected on the Student Appointment screen. This would occur only in the
following three circumstances:

e When an appointment is committed.
¢ When the Reprint Confirmation button is clicked on the Student Appointment screen.
o When the Reprint Confirmation button is clicked on the Roster for a selected student.

In such a case, the user will need to select the printer to be used for that purpose. The user may (1)
leave the Print Controller selection as NONE, if no print confirmations are to be generated, (2) select a
pre-existing Print Controller from a list if another user has already installed one or more Print Controllers,
or (3) install one or more Print Controllers and then select the desired one for use.

Note
If several computers are used by schedulers at the front desk of an office, only one of those computers
needs to install the Print Controller application.

1. Note the Print Controller v option.

a. If the only option on the menu is None and the printer that will be printing confirmations is one of
your printers, the Print Controller application will need to be installed and configured for your
location and desired printer. (See Step 2, below.)

b. Otherwise, check to see if another computer in your area has the desired printer installed. If so,
the user on that computer must follow the steps in Step 2, below. After the Print Controller has
been installed, the user should notify you that you may now return to the Miscellaneous screen
and select the Print Controller for use.

2. Toinstall the Print Controller application, click Install Print Controller. An installation dialog screen
will be displayed. Here is an example:

Application Install - Security Warning E3
Do you want to install this application? - 4
e i
Mame:

SARS Amywihere - Print Controller

From [(Hover over the string below to see the full domain):
apps.sarsgrid.com

Publisher:
SARS Software Products Inc,

Install | [ Don't Install

Yhile applications from the Internet can be useful, they can potentially harm your computer, If
you do not trust the source, do not install this software, taore Information...
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3. Click Install. When the installation is complete, a Login screen will be displayed. Here is an

example:
= Login @

SARS Angpwhere LRL

httpz: A fwna, nboo, edu/SAR SAnmwhers Go

Databaze

S&RS Documentation Database - |

Usemame

Jedarns

Password

i..ii.l

Login E xit
Login (Print Controller)
Option Description
SARS Anywhere | Use to specify the URL for college’s installation of SARS Anywhere
URL
Go Use to connect to the specified URL and retrieve the database list,
thereby enabling the remaining fields on the Login screen.
Database Use to select the SARS database that will be used for the Print Controller.
Username Use to enter your own SARS username.
Password Use to enter your own SARS password.
Login Use to login and place a printer icon on the system tray at the bottom of
your screen.

Exit Use to exit the Login screen.

4. To login to the Print Controller,

a. Click the SARS Anywhere URL field and specify the URL for the college’s installation of SARS
Anywhere.

b. Click Go.

c. Click Database v and select the SARS database that holds the appointments for which
confirmations will be printed on a selected Print Controller.

d. Click the Username field and type in your SARS username.

e. Click the Password field and type in your SARS password.

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (8/12/2015)



SARS Anywhere User Manual Section 4: Configuration Options - 18

f. Click Login. This will place a printer icon in your system tray on the bottom of your screen.

5. Right click on the printer icon in the system tray and choose Status, or double click to display the
SARS Anywhere Print Controller screen. Here is an example:

= S8RS Aryachere Print Contraller @
Properties
Dezcription
Advizing Center - Front Desk +| Enabled Private
Status

Location: ADYISIMNG Location: CAREER Location: TR&NSFER

Enabled: True Enabled: True Enabled: True
Private: Falze Private: Falze Private: True
Frint Count: 0 Print Count: 0 Print Count: 0

Locations Hide

SARS Anywhere Print Controller

Option Description
Properties Description Use to type in an identifiable name for this Print Controller
(e.g., Advising Center — Front Desk).
Enabled Use to activate this Print Controller for printing confirmations.
Private Use to prevent other users from printing appointment
confirmations to this Print Controller.
Save Use to store the settings.
Cancel Use to exit the screen without saving.
Status Used to display the Print Controller properties for each
Location
Locations Use to gain access to the Location Configuration screen.
Hide Use to hide the SARS Anywhere Print Controller screen.

6. Inthe Properties panel,

a. Click the Description field and type in an identifiable name for this Print Controller, which will be
shown on the list on the Miscellaneous configuration screen. For example, Advising Center —
Front Desk.

b. Disregard the Enabled checkbox at this time. It should be checked only after the Print Controller
is fully configured. See Step 10, below.

c. Check Private to prevent other users from printing appointment confirmations to this Print
Controller. If Private is left unchecked, all users in SARS Anywhere will be able to select this
Print Controller for use.
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d. Click Save.

7. Note the Status panel. If Print Controllers have been installed and configured for other Locations,

their properties will be displayed here.

8. Click Locations to display a Location

Configuration screen. Here is an example:

& Location Configuration

Locations

(-7 )

Location

ADVISING
CAREER
TRAMSFER

Fririter Enabled  Private

HF Laserlet 4 Pluz [redirecte...  True
HF DeskJet 500 [redirected 2] True Falze
Microzoft Office Document Im... True True

Location

Prirter Output Type

ADWISING

V] [HF’ Lazerlet 4 Pluz [redirectec v] @ Plain Paper

1 = |1

Add

Copies Re-print Copies () Large Label

= [T Private Enabled ) Small Label

’ Delete l ’ Test

Location Configuration (Print Controller)

Option

Location

Printer

Output Type Plain Paper

Large Label

Small Label

Description

Use to select the Location (e.g., Advising) in which
appointment confirmations will be printed.

Use to select the printer that will be used for printing
appointment confirmations.

Use to establish that the appointment confirmation twill be
printed on whatever paper is currently loaded in the printer.

Use to establish that the appointment confirmation will be
printed on a 2-5/16” X 4” label [Dymo Shipping Label # 30256
— adhesive], a 2-1/8" X 4" label [Dymo Shipping Label #
30323 — adhesive], or a 2-7/16" wide continuous feed
thermal tape [Dymo Continuous Paper # 30270]. The large
label will print the entries from the Confirmation Settings
screen, as well as the name of the student and advisor; the
appointment date, day and time; and the advisor’'s room
number if this option is being used.

Use to establish that the appointment confirmation will be
printed on a 1-1/8” X 3-1/2" label [Dymo Address Label #
30252 — adhesive]. The small label will print the name of the
student and advisor; the appointment date, day and time; and
the advisor's room number if this option is being used.
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Location Configuration (Print Controller)
Option Description

Copies Use to indicate the number of original appointment
confirmations that will be printed automatically if the print
confirmation option is selected.

Reprint Copies Use to indicate the number of appointment confirmations that
will be printed when the Reprint Confirmation option is
selected.

Private Use to specify that the selected Location will be available for
your use only in this Print Controller.

Enabled Use to allow confirmations to be printed for this Location by
this Print Controller.

Add Use to add a Location and the properties of the printer to be
used for that Location.

Save Use to store the settings.

Cancel Use to exit the screen without saving.

Delete Use to delete a Location and its associated printer properties.

Test Use to test the settings by send a test page to be printed by

the selected Print Controller.

a. Click Add to enable fields for adding a Location.

b. Click Location ¥ and select the Location in which appointment confirmations will be printed.

c. Click Printer v and select the printer to be used for appointment confirmations for this Location.
d. Inthe Qutput Type panel, select Plain Paper, Large Label or Small Label, depending on the

type of output for the appointment confirmations. If Large Label is selected, see the WARNING
message at the end of this section.

e. Click Copies ¢ and select the number of original copies of the appointment confirmation to be
printed.

f. Click Reprint Copies ¢ and select the number of copies of the appointment confirmation to be
printed at any time after an appointment is committed.

g. [If desired] Check Private to prevent other users from printing appointment confirmations for this
Location to this Print Controller. Use caution when selecting this option.

h. Check Enabled to make the selected printer available for use for the selected Location.

i. Click Save to store the settings.

j- Click Test to send a test confirmation to the designated printer to verify that the settings work.
k. Repeat steps 8.a. through j. for any additional Locations.

Here is an example of the plain paper confirmation.
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North Bay Community College
Advising Center
Please be prompt.
To cancel, telephone (415) 123-4567.

Name:
Advisor:
Date:
Time:
Room:
Reason:

SMITH, JOHN

JOHN ADAMS
Thursday, May 7, 2015
2:00 PM

Bailey Hall, Room 100
CRISIS

Here is an example of the small label.

Name: SMITH, JOHN
Advisor:  JOHN ADAMS

Date: Thursday, May 7, 2015
Time: 2:00 PM

Room: Bailey Hall, Room 100
Reason: CRISIS

Here is an example of the large label.

/ North Bay Community College \
Advising Center
Please be prompt.

To cancel, telephone (415) 123-4567.

Name: SMITH, JOHN
Advisor:  JOHN ADAMS

Date: Thursday, May 7, 2015
Time: 2:00 PM

Room: Bailey Hall, Room 100

Qeason: CRISIS /

9. Click X on the upper right corner to return to the SARS Anywhere Print Controller screen.

10. On the SARS Anywhere Print Controller screen, click the Enabled checkbox to activate this Print
Controller for printing confirmations.

11. Click Save.

12. Click X to close the SARS Anywhere Print Controller screen.

13. Return to the Miscellaneous screen in SARS Anywhere, click Print Controller v and select the print

controller from the list.

Note

If the newly-configured Print Controller is not displayed on the list, press F5 to refresh SARS
Anywhere and then return to the Miscellaneous screen and make your selection.

Warning

If the Large Label option has been selected, shipping label 30256 may or may not be compatible with the
label printer. If this is the case, select a different label number (such as 30323) that is marked “shipping.”
Print a test label until you have verified that the label selected is compatible and prints correctly.
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4.5 Configure Export Settings

An automated process exists for exporting schedules into Microsoft Outlook. After that program has been
activated by computer staff, advisors will need to configure their own settings for the export process.

Note

This option is available only if the Email Address field for the advisor on the Short Name Maintenance
screen is completed with the email address provided by the college and corresponds with the advisor’s
calendar in Microsoft Outlook. (See Short Name Maintenance in the SARS Anywhere Administration
Manual at Section 14.)

If an advisor is assigned to more than one Location, the steps described below will need to be performed
separately for each Location. The advisor must start from MY GRID in the desired Location when starting
each export process.

If the user has access rights to use MY GRID, the Export Configuration tab will be displayed. The
Export configuration screen may be used to individualize the user’s export settings.

1. Click the Configuration icon.

John Adams > ADVISING > Monday, January 5, 2015 Quick Links

2. Click the Export tab to display the Export Configuration options screen. Here is an example:
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Tabs

Drop-in

Export Configuration
Settings
Location

ADVISING

Days
From Today

-

2

-

Appointment Settings

Subject

Student Contact (Default)

Body

MY GRID Columns

s | s | o

Comments (Default)

Schedule Codes

- + Export Enabled
Export
Number @ All Time Slots
5= Student Contacts Only

Location

- Blank (Default) -
Reminder

- | Minutes -

| ¥]Use Before ol
OK Cancel

Export Configuration |
Option | Description |
Settings Location | |

Export Use to initiate the export process from SARS Anywhere to

Enabled Microsoft Outlook™.

Days From Today Use to specify the number of days in advance to start the
automated export process. “0” means to include “today.”
“1” means to start tomorrow. “2” means to start the day
after tomorrow, etc.

Number Use to specify the number of days to include in the
automated export. The rangeis 1 —999. If “5” is selected,
five days will be exported.

Export All Time Slots | Use to export all activities to a user's Outlook calendar. |

Student Use to export only those activities associated with direct

Contacts Only | student contact to a user’s calendar.

Appointment Subject Use to select the information to be displayed in the Subject
Settings field of the Outlook Appointment screen.
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Export Configuration

Option Description
Location Use to select the information to be displayed in the Location
field in the Outlook Appointment screen.
Body Use to select the information to be displayed in the body of
the Outlook appointment screen.
Reminder Use Use to activate a feature that provides an audible

(beep) and visual (popup message) alert about
upcoming appointments.

Minutes | Use to enter the number of minutes prior to
Before appointment start times that reminders will be
sent.

Schedule Codes Use to filter which Schedule Codes will be exported with the
“All Time Slots” export setting. This is a one-time set up,
unless it later becomes necessary to change the
configurations.

Save Export Settings Use to save the settings and remain on the screen.
OK Use to save the entries and exit the screen.
Cancel Use to exit the screen without saving.

3. If needed, click Location v and select the location from which the user’'s calendar will be exported.
4. Click Export Enabled to activate the export process.
5. Inthe Days panel,
a. Click From Today v and select the number of days in advance of today that the automatic
export should start. If “0” is selected, the export will start today. If “1” is selected, the export will

start tomorrow. If “2” is selected, the export will start the day after tomorrow, etc.

b. Click Number v and select the number of days to include in the export. For example, if “5” is
selected, five days will be exported to Microsoft Outlook™.

6. Inthe Export panel,
a. Click All Time Slots to export the entire calendar to the user’s Outlook calendar.
-or-

b. Click Student Contacts Only to export only the time slots containing student appointments to the
user’s Outlook calendar.

7. Inthe Appointment Settings panel,

a. Click Subject v to make a selection for use in the subject field. Then choose one of the
following three options:

i) Select Student Contact (Default) to display the words “Student Contact” in the field.

i) Select Custom (Fill-In) to enter your own description for this field. For example: “Booked
Appointment.”
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iii) Select Student Name to have the screen display the student’s name as listed in SARS
Anywhere.

b. Click Location ¥ to make a selection for the location field. Then choose one of the following
three options:

i) Select Blank (Default) to leave this field empty.

i) Select SARS Anywhere Location to display the location code description from SARS
Anywhere.

iii) Select Room Number to display the room number assigned to the advisor.

Note
The location of the appointment is displayed in parentheses in the subject field if the Location field
is not Blank.

c. Click Body v to select the data items to be displayed in the main body of the appointment detail
screen. Then choose one of the following six options:

i) Select Comments (the default) to display the descriptive reason for the appointment.

i) Select Comments & Reason Codes to display both the descriptive reason for the
appointment and the associated reason code.

iii) Select Student Name to display the student’s name.
iv) Select ID & Student Name to display both the student’s name and his/her identifier.

v) Select All to display all of the following information: Comments, Reason Codes, Student
Name, and ID.

vi) Select Blank to leave the body of the appointment empty.
d. J[optional] Inthe Reminder panel,

i) Click Use to activate the feature that sends a pop-up message notifying the advisor of an
imminent appointment.

i) In Minutes Before, enter the number of minutes prior to the appointment time for the
reminder to be displayed. For example, “10” will cause a reminder pop-up to be displayed ten
minutes prior to the appointment time. The field will accept up to three digits.

8. If All Time Slots is selected (see step 6.a., above) and this is a first time set up or if changes need to
be made to previously established configurations, click Schedule Codes to display a Schedule
Codes screen. This screen is used to select the Schedule Codes to be exported and to ensure that
the status of the time slot is correct. Here is an example.
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Off Duty
ADMIN Administrative Time
BOOKED Booked Appointment
CLASS Teaching Class
CLOSED Office Closed
CONF Conference
DROP-IN Drop-In Visit
EVENT Event
LUNCH Lunch
MTG-COMM Meeting: Committes

Save Cancel

a. Move the cursor to the applicable Schedule Code. In the Export column, check the checkbox to
indicate that the Schedule Code will be exported to your Outlook calendar.

b. For each Schedule Code that has bee checked, note the Status setting (the default is Busy). To
change the status, click v to select one of the following: Free, Tentative, Busy, Out of Office.

Note
The status for any Booked Codes (for example, Booked, Showed and No Show) should be set as
Busy.

c. Click Save.
d. Repeat steps a - ¢ for each Schedule Code to be exported.
e. When done, click Close.
9. When done, click Save Export Settings to save the settings and remain on the screen.
-or-
Click OK to save the settings and exit the screen.

10. In Microsoft Outlook™, click Calendar. The calendar page will display the imported appointment
information, as shown on the following page.
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& Calendar - Microsoft Dutlaok

Eiz Edit Yiew Favgites Tools Actions Help
MEltiew - | & & Goto Today || [T]Day [B] Wark Week [7]week [Fi]tMonth | BgFind §ip Oroanize | [ER) - @.
W & B m E] &« @ Fhayef Wk fonth ..
Quthook Shortouts S @
& Folder List ® Tuesday, lanuary 20 a8 |4 January 2004 February 2004 r
Outlack Teday - [Mailbax - SMTWTFS SHTWTF S
5 Calendar 1z 3 123458587
5 Contacts g 45678 910 B 91011 12 13 14
(3 Debeted Iems (31) 1112 13 14 15 16 17 15 16 17 18 12 20 21
“ B Crafts g v, soHn (Courceling Camter) 1 e e eaee 2R AN IS PR RT R
z 27 z8 29 5
g Tnbos Snen fonal oueding Coer) % 25 26 27 28 29 30 31 28
3 Journal 1
% O okas 10 griecting | March 2004 April 2004
| 3 Outbox Mesking ? SMTWTFS SHMITWTFS
: i Sent Ttams 1100 [lieeting | L2348 s 1e oz
€ Tasks Masting I F BB U TR ERE] 456 75 90
N = - = i WS 16 17 181920 11 1215 1415 18 17
Public Folders 12 pm [ 5 BIG, BILL (Counselng Center) -
R BMHBHT 15 19 20 21 22 23 24
@ Drop-in Seszion (Councaing Cantar) 28 29 30 31 25T
. 1 00 | |Drop-in Ssscion (Councsing Canterd |
a Dwrop-in Sesshon (Courseing Cantar) Mary 2004 Juns 2004
L Drap-in Session (Councaing Cantar) | SMTWTFES SHTWTFES
— 1 1 123 4¢5
! 2345678 £ 7 & 9101112
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To view the appointment detail for a particular student, click anywhere within the appointment time
slot. A detail screen will be displayed as in the example above for the 9:00 a.m. time slot containing
the name SMITH, JOHN. (Note that the entries in the Subject and Location fields are based on the
selections made in the Outlook Export Configuration screen.) Microsoft Outlook™ uses colors to
designate types of activities, as follows: Free = white, Tentative = turquoise; Busy = Royal Blue; and
Out of Office = Purplish-brown.

Note

Any existing information entered directly into the Outlook calendar will remain, even if a SARS activity is
exported into the calendar for the same time slot. In such cases, a split line will be displayed for that time
slot, showing both activities.
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4.6 View or Configure Drop-in Settings

If the user has access rights to Drop-ins, the Drop-in Configuration tab will be displayed. If the system
administrator has checked the Allow User Settings option on the Drop-in Configuration screen, users may
configure their own default settings for the Drop-in screens for the designated Location. Otherwise, they
may use this screen to view their pre-established settings. Drop-ins are discussed at Section 7.

1. Click the Configuration icon.

o Adams > o - wonday nwary 5205 I e ims LD O
r -

2. Click the Drop-in tab. Here is an example of the screen if the user is allowed to configure his/her own

settings:

Configuration a B
Tabs MY GRID Columns SARS-Chat Miscellaneous Export
Drop-in

Drop-in Configuration
Location Settings
ADVISING - JADAMS -
Reason Code Settings Miscellaneous Settings
+ Use Reason Code Group Allow Multiple Drop-ins
Default Reason Code Group + Hide Confirmation Messages
DROP-IN -
Lock Date
Default Reason Code Minutes Since Check-in
(NONE) 2 + Show Student ID
View Only
+ Show Reason Codes on List
Appointment Conflicts
Specialty Group Settings + Check for Appointments
Use 5 ialty G
se Specialty Group Minutes in Future 240
Default Specialty Group
OK Cancel
Note

If users do not have permission to change their settings, they will still be able to view the drop-in settings
established for them. The screen will display the settings, but it will be in disabled mode.
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Option

Drop-in
Configuration

Reason Code
Settings

Specialty
Group Settings

Miscellaneous
Settings

Location

Settings

Allow User
Settings

Local Admin
Settings

Use Reason
Code Group

Default Reason
Code Group

Default Reason
Code

Show Reason
Codes on List

Use Specialty
Group

Default
Specialty Group

Allow Multiple
Drop-ins

Hide
Confirmation
Messages
Lock Date

Minutes Since
Check-in

Show Student
ID

Drop-in Configuration
Description

Use to select the Location for which the Drop-in settings will
apply.

Used to select or display the user for whom the Drop-in
settings will apply.

[Displayed if the user has access rights to Drop-ins/Change
Configuration.] Used to permit users access to the Drop-in
Configuration screen to make changes to their own settings.

[Toggles from Allow User Settings after a User Name is
selected] Use to allow the system administrator to make
changes to the Drop-in settings for a specific user logon. [See
“Change Default Settings (Local Admin Settings)” in the SARS
Administration Manual at Section 18.2.]

Use to activate the option to use Reason Code Groups.

[Enabled if Use Reason Code Group is checked] Use to select
the Reason Code Group in order to limit the choice of reasons
on the Student Drop-In Screen. Only those Reason Codes that
are assigned to the selected Default Reason Code Group will
be displayed.

Use to select the Reason Code that will be inserted
automatically when a student registers.

Use to display Reason Codes on the Drop-in Screen. If this
option is checked, another column will be placed on the screen
with the title “Reason Code(s).”

Use to activate the option to use Specialty Groups.

[Enabled if Use Specialty Group is checked] Use to select the
code to be used as the default (e.g., ADJUNCT). Only those
advisors who have been assigned to that group will be
displayed on the Student Drop-in Appointment screen.

Use to allow a student to be listed on the waiting list more than
once in cases where the student may have more than one
consecutive drop-in session.

Use to eliminate the confirmation messages that are usually
displayed when a student is being added to or selected from
the list.

Use to lock the screen to display only the current date.

Use to display the time that has elapsed since check-in, in lieu
of the student’s check-in time.

Use to allow a student’s primary identifier to be displayed on
the Drop-in list (e.g., Student ID, Banner ID, Colleague ID,
PeopleSoft ID, Guest ID).
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Drop-in Configuration

Option Description

View Only Use to prevent users on the computer from taking any action
on the Student Drop-In Appointment screen other than viewing
the list of students. This will override any scheduling access
rights that a user might have.

Appointment Check for Use to have the system check for any booked appointments
Conflicts Appointments that will potentially conflict with this drop-in activity, based on

the time that the student is being added to the Drop-in list and
the setting for Minutes in Future.

Minutes in Use in conjunction with Check for Appointments. The purpose

Future of this feature is to trigger a warning message if an
appointment exists for the student in any Location within the
database that would conflict with the current drop-in visit. Use
to specify the number of minutes beyond the present time to
check for any conflicts (e.g., 240 minutes).

Save Drop-in Settings Use to store the selections and remain on the screen.

OK

Use to save any entries and exit the screen.

Cancel Use to exit the screen without saving.

3. For users who have been granted permission to change their user settings, follow the steps below.

a.

b.

Click Location v and select the Location for which the Drop-in settings will apply.
Note that the Settings field should default to the user’'s own name.

In the Reason Code Settings panel,

i) Click Use Reason Code Group to activate the option to use Reason Code Groups on the
Student Drop-in Appointment screen.

i) Click Default Reason Code Group v and select the desired Code (e.g., DROPIN). Only
those Reason Codes that have been assigned to that group will be displayed on the Student
Drop-in Appointment screen.

iii) Click Default Reason Code v and select the code to be used as the default (e.g.,
ADVISING) to be inserted automatically when a student registers. If no default code is
desired, select (NONE) from the top of the menu.

iv) Check Show Reason Codes on List to display Reason Codes on the Student Drop-in
Appointment screen.

In the Specialty Group Settings panel,

i) Click the checkbox for Use Specialty Group to limit the choice of advisors on the Student
Drop-in Appointment screen.

i) Then click Default Specialty Group v and select the desired code. Only those advisors who

have been assigned to that group will be displayed on the Student Drop-in Appointment
screen.
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e Inthe Miscellaneous Settings panel,

i) Check Allow Multiple Drop-ins to allow a student’s hame to be placed on the waiting list
more than once. This allows the student to check in at one time for multiple drop-in sessions
rather than having to re-check in after finishing the prior session. The option keeps the
placement of the student’s name at the original check-in time sequence.

i) Check Hide Confirmation Messages to prevent confirmation messages from being
displayed when a student is being added to or selected from the list.

iii) Check Lock Date to disable the Date field on the Drop-in list. Only the current date will be
displayed in this mode.

iv) Check Minutes Since Check-in to display the time that has elapsed since check-in in lieu of
the student’s check-in time.

v) Check Show Student ID to display the student’s primary identifier on the Drop-in list.

vi) [Only if unique settings for a specific log-in are being established - not applicable to default
settings] Check View Only, which prevents the user who is logged in from taking any action
on the screen other than viewing the list of students. This option may be useful for screens
located in a public shared area.

f  Inthe Appointment Conflicts panel,

i) Check Check for Appointments to have the system check if an appointment exists for the
student in any Location within the database that would conflict with the current drop-in visit.

i) Check Minutes in Future and specify the number of minutes beyond the present time that
the system should look for a scheduled appointment that might conflict with the drop-in visit
(e.g., 240 minutes).
g Click Save Drop-in Settings.

4. When done, click OK to save and exit the screen. The drop-in settings will be established for that
user's SARS logon only.
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SECTION 5

5.0 Overview

QUICK LINKS

Quick Links is used to obtain a list of features or commands that enable the user to perform a function
that involves something other than just making or canceling an appointment. The feature is located on
the tool bar after logging in to SARS Anywhere from the web.

{

7

John Adams > ADVISING > Monday, January 5, 2015 - - Quick Links - iI I i i‘ - e .‘ ;

The display options from the Quick Links menu are dependent on the following:

e Only those functions to which the user has access rights will be displayed.

-and-

e Only those functions that are available from the active screen will be displayed.

Here is an example of the Quick Links menu listing all possible options from THE GRID.

Quick Links

Additional Information
Alerts

Contacts

eAdvising

Master Schedules
Notepad

Quick Day Change
Reports

Student History

Student Maintenance

Change Column

Copy Appointment
Extend Appointment
Lock Column

Move Appointment
Quick Attend

Recurring Activities
Search for Appointment
Send to Drop-in Screen
Unextend Appointment

Unlock Column
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Note that, depending on the screen that is active, the available actions that may be performed from that
screen will be grouped together below a dividing line on the Quick Links menu.

Options

Additional
Information

Alerts

Change
Column

Contacts

Copy
Appointment

eAdvising

Extend
Appointment
Lock Column
Master

Schedule

Move
Appointment

Notepad

Quick Attend

Quick Links
Description

Use to view and, if permitted, to record or change responses about a student. (See
“Additional Information” at Section 9.)

Use to display or enter a message that is viewable by advisors or by schedulers
who have access to this Location. Student alerts will also be viewable by students
when making their own appointments via eSARS. (See “Alerts” at Section 10.)

Use to change part or all of a column on THE GRID or MY GRID to the same
Schedule Code, or to reset an entire column to the corresponding column on the
advisor's Master Schedule. (See “Change Schedules” at Section 13, and
specifically Sections 13.1, 13.2 and 13.3.)

Use to keep a count of the number of informal student contacts made each day in
addition to appointments and drop-in visits. (See “Contacts” at Section 12.)

Use to apply existing student appointment information to other appointment slots
when scheduling recurring appointments. This feature is particularly useful for any
work unit that meets with a student on several occasions for the same reason and
wants to schedule all or most of the appointments in one scheduling session. The
recurring appointment may be made with different advisors, days of the week or
times. The option toggles to Stop Copy Appointment while copying is in process,
which may be used to stop the copying action. (See “Copy a Scheduled
Appointment" at Section 6.8 and "Copy a Group Appointment to Another Group
Time Slot at Section 6.9.)

Use to view a list of unanswered eAdvising questions sent by any student, as well
as to reply to or delete an unanswered question. (See “eAdvising” at Section 17.)

Use to make a booked appointment longer. (See “Extend and Unextend an
Appointment” at Section 6.5.)

Use to lock a column on THE GRID to make a date unavailable for scheduling.
(See “Lock or Unlock a Column” at Section 13.4.)

Use to create and add a user’'s master schedule. (See “Master Schedules” at
Section 15).

Use to move a scheduled appointment to another appointment slot. The option

toggles to Stop Move Appointment while moving is in process, which may be used
to stop the moving action. (See “Move a Student from a Booked Appointment” at
Section 6.6 and “Move a Group Appointment to Another Time Slot” at Section 6.7.)

Use to display the Notepad in order to view, print, write, and, in some cases, delete
and change the security status of notes about students. (See “The Notepad” at
Section 16.)

Use to record attendance for several student appointments occurring on the same
date in one step. (See “Record Attendance Using Quick Attend” at Section 11.3.)

© 2015 SARS Software Products, Inc. All rights reserved.

Version 1.0 (1/2/2015)



SARS Anywhere User Manual

Options

Quick Day
Change

Recurring
Activities

Reports

Search for
Appointment

Send to Drop-
in Screen

Student
History

Student
Maintenance

Unextend
Appointment

Unlock
Column

Waiting Status

Quick Links
Description

Use to change an advisor’'s schedule after it has been added to THE GRID and MY
GRID. (See “Use Quick Day Change to Change a Schedule” at Section 13.1.)

Use to schedule recurring appointments or meetings for a single advisor for the
same day of the week and time. (See “Make Recurring Appointments” at Section
6.15 and “Make Recurring Meetings” at Section 13.5.)

Use to view and/or print selected reports. (See the SARS Anywhere Reports
Manual.)

Use to find a list of available appointments that satisfy the student’s preferences.
(See “Search for an Available Appointment Slot” at Section 6.4.)

Use to either copy or move a selected student to the Drop-in Screen for a drop-in
visit. (See “Send a Student to the Drop-in Screen” at Section 6.10)

Use to gain access to the Student History screen containing all appointment and
drop-in history for the selected student, as well as a history of all answered
eAdvising questions. (See “Student History” at Section 8.)

Use to gain access to the Student Maintenance screen in order to add a student,
change information about a student, merge IDs, or delete a student in a case where
no appointment activity has yet been recorded. (See “Student Maintenance at
Section 19.)

Use to shorten an extended appointment one cell at a time. (See “Extend and
Unextend an Appointment” at Section 6.5.)

Use to unlock a column that has been locked. (See “Lock or Unlock a Column at
Section 13.4.)

[available when the focus is on a booked appointment on MY GRID] Use to
communicate with the Public Viewer waiting list to notify a student who has
registered for a drop-in visit or a booked appointment to proceed to the advisor’'s
office, or to remove the student from the list after the visit is completed. (See “The
Waiting List” at Section 18.)

Section 5: Quick Links - 3

5.1 Perform Actions Using Quick Links

5.1.1 From a Booked Appointment on THE GRID or MY GRID

Using the Quick Links menu to perform scheduling-related actions for a specific booked appointment
should be done ONLY AFTER ensuring that the focus is on the desired booked time slot. These
functions include: Copy Appointment, Extend Appointment, Move Appointment, Send to Drop-in screen,
Unextend Appointment. Failure to have the focus correctly placed could result in the action being taken
for the incorrect cell.

1. First place the focus on the booked appointment time slot for which the scheduling action is to be
performed.

2. Click Quick Links ¥ and select the desired option.
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3. Refer to the relevant Sections of this manual for step-by-step instructions.

5.1.2 From a Selected Column on THE GRID

Using the Quick Links menu to perform additional operations on THE GRID related to a specific column
should be done ONLY AFTER ensuring that the focus is placed somewhere within the column to be
changed. These functions include: Change Column, Contacts, Lock Column, Quick Day Change and
Unlock Column. Failure to have the focus correctly placed could result in the action being taken for the
incorrect date.

1. First place the focus anywhere within the column to be changed.

2. Click Quick Links ¥ and select the desired option.

3. Refer to the relevant Sections of this manual for step-by-step instructions.

5.1.3 From Any Unbooked Time Slot in SARS Anywhere

Many functions may be performed without placing the focus on a particular time slot or column on THE
GRID or MY GRID. However, it will be necessary to enter the student’s ID and name manually on the

screen, once it is displayed.

1. From any time slot on THE GRID or MY GRID, click Quick Links v and select the desired option.

2. Enter the student’s identifying information, if required for the selected function.

3. Refer to the relevant Sections of this manual for step-by-step instructions.
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SECTION 6  SCHEDULING FUNCTIONS

6.0 Overview

The major screens used for scheduling student appointments are the Student Appointment Screen (for
individual appointments), the Roster (for group appointments or activities), and eSARS (the student web
interface). The eSARS interface is discussed in the SARS Anywhere Administration Manual at Section
19.

Note about Terminology

Throughout these chapters, the word Advisor is used generically to describe any person who may have
appointments and/or drop-in visits with students and has a Short Name. THE GRID will reflect the job title
or role of individuals within each Location (e.g., Counselor, FA Specialist, Tutor). This title is governed by
a Short Name Label selection. While this selection defaults to “Advisor,” the System Administrator may
select a “title” that more correctly identifies the role of the individuals in the Location (e.g., Counselor,
Tutor, Nurse, etc.).

6.1 The Student Appointment Screen

The Student Appointment Screen is used to make appointments from THE GRID and from MY GRID.
Here is an example of the initial screen layout after clicking on an individual appointment time slot.

Student Information

Student ID s Name Birth Date

(I Search

Home Phone Extension Contact Phone Extension Text Phone Extend
) - (—J)__ - ) -

Email Email 2

Appointment Information

John Adams - Monday - 1/26/2015
9:00 AM - 20 minutes

Reason Code + Comments

ADD/DROP

ADVISING

AP CREDIT Room = Confirmation Options
Student Center, 2nd Floor Email Brint et

COURSE REPET

Term
Close
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Here is an example of the Student Appointment Screen before an individual appointment has been
committed.

Student Information
Guest ID MName - Birth Date
Reset
Home Phone First Name Extension Text Phone Extend
) - | S [ S
Email Middle Name
Last Name
Appointment Informz
Suffix /26/2015
ites
Reason Code +
ADD/DROP Preferred Name
ADVISING
e Room ¥ Confirmation Options
Student Center, 2nd Floor Email Print Text
COURSE REPET
Term
Commit Close
The Student Appointment Screen displays the following options:
Student Appointment Screen
Option Description
Student Student ID Use to record the student identifier (e.g., Student ID, Banner ID,
Information Colleague ID, PeopleSoft ID). The field label will be the primary

ID format. Other ID formats (if they are being used by the
Location), such as Guest ID, may be selected by clicking on the
Student ID label and selecting the desired format.

. Use to automatically change the ID field to the Guest ID format
and to generate a temporary identifier with SG as the leading
characters.

Name Use to record the student’s name. If preferred names are
allowed, that name will be displayed within quotation marks
following the student’s full name.

+/- Use ( +) after entering a student ID to display a screen on which
the user may view or record student name details. Once the
screen has been opened, clicking on the ( - ) symbol will close
the screen. Splitting a student name into separate fields
provides for great flexibility. For example, it allows users to
personalize email messages (e.g., Dear John, vs. Dear SMITH,
JOHN). It provides for more consistent sorting by last name on
reports. And it more reliably abbreviates last names on the
Waiting List.
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Option

Appointment
Information

First
Name

Middle
Name

Last
Name

Suffix

Preferred

Name

Search / Reset

Birth Date

Home Phone

Extension

Contact Phone

Extension

Text Phone

Email

Email 2

Reason Code

Comments

Room #

Student Appointment Screen

Description

Use to enter the student’s first name.

Use to enter the student’s middle name, or middle initial.

Use to enter the student’s last name.

Use to enter any suffix for the student’s name, if any.

Use to enter the student’s preferred name, such as a nickname.
This field will be displayed only if it is activated in Global
Configurations.

Use to search for a Student ID by using the Student Name. This
button may change to Reset if an ID is entered that does not
exist in the database, depending on the system settings.

Use to display or record the student’s date of birth.

Use to display or record the student’s permanent telephone
number, which is typically the number stored in the college’s
database.

Use to display or record the extension to the permanent
telephone number.

Use to display or record the student’s preferred contact
telephone number, if different from the Home Phone. The
system will use the number in this field, if it is populated.

Use to display or record the extension to the contact telephone
number.

Use to display or record the student’s cell phone number if it has
text messaging capabilities.

Use to display or record the student’s primary email address.
This is the email address that is stored in the college’s
database.

Use to display or record the student's alternate email address, if
allowed. If Email 2 is present, then it is the email address that is
used by the system.

Use to select one or more reasons for making a specific
appointment.

Use to display a screen showing all Reason Codes at a glance
and to select one or more codes from that screen.

Use to enter specific information about the reason for making an
appointment.

Use to display on the Student Appointment Screen and on the
appointment confirmation the advisor’s room number in order to
advise the student of the location of the scheduled appointment.
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Student Appointment Screen

Option Description
Confirmation Email Use to send an email confirmation to the student when an
Options appointment is scheduled. This option will be disabled if the

student does not have an email address. The email option on
the Opt-in screen must also be checked for this to be

operational.

Print Use to print a confirmation when an appointment is first
scheduled.

Text [Available if the college has a valid license for text messaging]

Use to send a confirmation to the student via text messaging
when an appointment is scheduled. This option will be disabled
if the student does not have a text cell phone. The Text option
on the Opt-in screen must also be checked for this to be

operational.
[Other Additional Info [Available if the Location has opted to include this feature and if
Options] the user has been given permission.] Use to view, and if

permitted, to record responses to pre-established questions that
will provide more detailed information about the student.

Alert Use to enter or display a message that is viewable by advisors
or schedulers.

Extend Use to make a booked appointment longer.

Notepad [Enabled for users with Notepad access] Use to display the
Notepad in order to view, print, write, and, in some cases, delete
and change the security status of notes about students. (See
“The Notepad” at Section 16.)

Opt In Settings Use to specify the available and preferred methods for
contacting the student (phone, email and/or text).

Reprint Use to print an appointment confirmation at a later time, after the
Confirmation appointment has been committed. [Activated only after the
scheduler has committed the appointment.]

Roster [Enabled only for group appointments] Use to gain access to
the Roster for the group appointment. (See “The Roster” at
Section 6.2.)

Set Activity [under development] [Enabled if Set Activity Times has been

Times activated and then for any individual booked appointment if

attendance has been marked Yes] Use to set the actual start
time and stop time of the appointment.

Student History Use to gain access to the Student History screen containing all
appointment and drop-in history for the selected student, as well
as a history of all answered eAdvising questions.

Unextend Use to shorten an extended booked appointment one cell at a
time.
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Student Appointment Screen

Option Description
View Course [Enabled if courses are being used as Reasons] Use to view a
List list of courses in which the student is currently enrolled and, if

needed, select courses as reasons for the appointment.

Term [Available if Show Term List has been selected on the
Miscellaneous Settings screen for this Location] Use to give
users the option to link the topic of the current appointment to a
specific term (e.g., discussion of an Ed Plan for the next
semester).

Info Flags [Enabled after a Student ID is entered, if the Location has opted
to include the Additional Info Flags feature] Use to display up to
four Additional Information questions about the student. Info
Flags that are marked “Yes” are shown as checked, have a
green background, and appear at the top of the cluster of
questions. Info Flags that are marked “No” are unchecked and
have a red background. (See “Establish Additional Information
Flags for Display on the Student Appointment and Drop-in
Appointment Screens” in the SARS Anywhere Administration
Manual at Section 12.6.)

[Button Bar] Commit/Cancel [This is a toggle button that is activated only after the scheduler
has entered a student’s ID and moved to the next field.] Use to
obligate the appointment. In Cancel mode, use to cancel the
appointment after it has been committed.

Attendance [Activated after the appointment has been committed] Use to
record whether a student attended a scheduled appointment.

Close Use to exit the screen.

6.2 The Roster

The Roster is used to view and print a list of students enrolled in a group appointment and, if given the
appropriate permissions, to perform the following group appointment actions: cancel one or more
students from the appointment, move a student to another appointment cell, copy a student appointment
to another appointment cell, record appointment attendance, record additional information, reprint an
appointment confirmation, record Reason Codes and any corresponding comments, and to change the
maximum number of students allowed in the group appointment. The Roster may also be used to view
the Student History screen for a selected student, and to move or copy a student from the Roster to the
Drop-in Screen.

The screen displays the type of appointment, the appointment date and time, and the advisor. It also
includes the position of each student (the order in which they were added to the group activity), Student
Name, Student ID, Birth Date, Phone, and the Attendance status. The Roster will default to the position
order in which the student was added to the Roster; however, you can click on the Student Name header
to have the Roster displayed alphabetically by Student Name. Here is an example of the Roster.

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (8/10/2015)



SARS Anywhere User Manual

Section 6: Scheduling Functions - 6

Roster (2] %]
Appointment (ORIENT): 1/5/2015 - 8:30:00 AM - James Monroe
Maximum Students Allowed 50 Change
Spaces Remaining 38
Positi... |Student Name Student ID Birth Date Phone Attended
2 SMNICKERS, SAMUEL 0000002 12/12/1992 (415)212-6... Y
3 MUSKETEERS, MARY 0000005 05/15/1994 (415) 262-6... Y
4 DOVEBAR, DEERA 0000003 08/18/1994  (415) 408-2... Y
5 BUTTERFINGER, BAREARA 0000008 08/18/1954 (415) 257-8... Y
6 BABY, RUTH 0000007 07/17/19594 (415) 765-4... Y
7 GOODBAR, GEORGE 0000004 04/14/1994  (415) 404-5... Y
8 ALMOND, JOY 0000006 06/16/1994 (415) 615-5... N
9 CLARKBAR, CHERRY 0000001 01/11/19594 (415)415-3... Y
10 LICORICE, LAWRENCE 3000000 12/26/1992  (707) 550-1... Y
11 FUDGE, FRANK 6000000 09/19/1990 (510) 762-3... Y -
Reason Code Comments Room Mumber
[ORIENTATION ] - Student Center
ADD/DROP
ADVISING cancel Student(s) Copy Move send to Drop-in Screen
AP CREDIT
COURSE REPET . - q - -
et Additional Information Student History Reprint Confirmation
CREDIT BY EXAM ~
ED PLAN . Attended Export Roster Print
Roster
Option Description

Maximum Students
Allowed

Displays the total number of students that may be scheduled for a specific
group appointment.

Change

If enabled, the user may change the maximum number of students
allowed in the specific group appointment.

Spaces Remaining

Displays the number of students that may still be scheduled for a specific
group appointment.

[Reason Codes]

Use to select one or more reasons for making the appointment.

Comments

Use to enter specific information about the reason for making an
appointment.

Room Number

Use to specify the room number for this group appointment.

Cancel Student(s)

Use to cancel one or more students from the group appointment.

Copy Use to copy a student to another appointment slot while retaining the
student in the current appointment.
Move Use to move a student who is scheduled in the group appointment to

another appointment cell.

Send to Drop-in Screen

Use to either copy or move a selected student on the Roster to the Drop-
in Screen for a drop-in visit.
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Roster
Option Description

Additional Information [Available if the Location has opted to include this feature and if the user
has been given permission] Use to view and, if permitted, to record
responses to pre-established questions that will provide more information
about the student.

Student History Use to gain access to the Student History screen containing a student’s
appointment and drop-in history, as well as all eAdvising questions that
have been answered.

Reprint Confirmation Use to print an appointment confirmation at a later time.

Attended [Activated after the appointment has been committed] Use to record
whether a student attended a scheduled appointment.

Export Roster Use to export the Roster to an external source.

Print Use to initiate printing of the Roster.

Email Use to send an email to a student on the Roster.

Text Use to send a text message to a student on the Roster.

Notepad [Available if the user has been granted Notepad Access permission] Use

to gain access to the Notepad.

6.2.1 View, Print and Save the Roster

1. From THE GRID or MY GRID, double-click on the time slot containing the group appointment. (If the
appointment is at capacity, the Roster will be displayed immediately. Skip to step 3.)

2. On the Student Appointment Screen, click Roster.

3. To print the list of students who are registered for the activity, click Print. The following dialog box
will be displayed:

Include Data Elements
Student ID Date Added
Position Birth Date
Phone Number Attendance Status
Reason Code(s) Comments

Sort Options
Order Entered Student Name

View Save
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Option

Include Data
Elements

Sort Options

View

Save

Student ID

Position

Phone Number
Reason Code(s)

Date Added
Birth Date
Attendance
Status
Comments

Order Entered

Student Name

Student Roster Report
Description
Use to include the student IDs on the Roster report.

Use to display students on the Roster in the numerical order in
which they were added to the Roster.

Use to include the student phone numbers on the Roster report.
Use to include the reason code(s) on the Roster report.

Use to include the date and time that each student was added
to the Roster.

Use to include student birth dates on the Roster report.

Use to include attendance status on the Roster report.

Use to include specific information about the reason(s) for the
group appointment on the Roster report.

Use to sort the report based on the order in which the students
were added to the Roster

Use to sort the report alphabetically by student name.
Use to view the Roster report prior to, or in lieu of, printing.

Use to save the report to a file.

4. The Data Elements and Sort Options are pre-set, but they may be changed. To make any changes,

a. Inthe Include Data Elements panel, click on one or more of the desired data elements.

b. Inthe Sort Order panel, click either Order Entered to sort the report in the order in which
students were added to the Roster, or Student Name to sort the report alphabetically by name.

Note

Any user-made changes will be stored as cookies so that the settings will remain when opening the
screen in the future. However, the user-applied settings will revert to the pre-set defaults whenever
cookies are removed from the cache.

5. To view or print the report, click View. The report is displayed in a pdf format utilizing the pdf viewer
that is installed on your system. Paper copies can then be printed from that screen.

6. Click Save to save the report to a file. Here is an example of the Roster Report:
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Roster
James Monrog
1/5/2015 at &:30 AM
Crientation
Student Center, 2nd Floor
Student Name D Pos. Birth Date Phone Mumber | Aftend
HERSHEY. HAROLD 0000008 1| oB/igviosd (415) 087-2314 Y
SHNICKERS, SAMUEL ooooooz2 2| 12/M2ne82 (415) 212-8235 Y
MUSKETEERS, MARY 0000005 3 | 05/15/1904 (415) 262-8257 Y
DOVEBAR, DEBRA ooooo032 4 | Os8/18/1904 (415) 408-2636 ¥
BUTTERFINGER, BARBARA oooooo8 5 | OB/18/1984 (415) 257-3540 Y
BABY, RUTH 0000007 G| 07171984 (415) 765-4231 Y
GOODBAR, GEORGE 0000004 T | 041471904 (415) 4D4-5423 Y
ALMOND, JOY 0000006 B | 06/18/1904 (415) 615-5624 N
CLARKBAR, CHERRY 0000001 0| 011171994 (415) 415-3022 ¥
LICORICE. LAWRENCE 3000000 10 | 12/28/1982 (707) 560-1237 Y
FUDGE. FRANK 5000000 11 | DB/18/1980 (510) 762-3466 Y
SMITH, JOHMN 1111111 12 | 01/11/1985 (510) 734-0024 Y
Total number of students registered: 12
Total number of students who attended: 11
Total number of students who did not attend: 1
Printed: 2/18/2015 2:51:17 PM -1- Location: ADVISING

6.2.2 Change the Maximum Number of Students Allowed in a Group Appointment
1. On THE GRID or MY GRID, double-click on the time slot containing the group appointment.

2. If the appointment is not full, the Student Appointment Screen will be displayed. (If the appointment is
at capacity, the Roster will be displayed immediately. Skip to step 4.)

3. On the Student Appointment Screen, click Roster.

4. Click Change, which is adjacent to the field entitled Maximum Students Allowed. The screen will now
display a Change Maximum Students Allowed panel. Here is an example:
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Appointment (ORIENT): 1/5/2015 - 8:30:00 AM - James Monroe

Maximum Students Allowed 50 Change Change Maximum Students Allowed

- Maximum 60 OK Cancel
Spaces Remaining 38

5. Click the Maximum field and type in a new number.

6. Click OK.

6.2.3 Export the Roster

In addition to previewing and printing the Roster within the SARS Anywhere application, an option exists
to export the Roster to a .CSV file.

1. From the Roster, click Export Roster. The following prompt will be displayed at the bottom of the
screen:

Do you want to open or save RosterReport.CSV from ? Open Save | ¥ Cancel

2. Click Open. The report will be available for use in the .CSV format.
-Or-

3. Click Save. A menu will be displayed with the following options: Save, Save As, and Save and
Open. Select the desired option and proceed according to the prompts.

6.3 Schedule an Appointment

An individual appointment is any scheduled activity that is attended by a single student. A group
appointment is any scheduled activity that may be attended by more than one individual. Examples of
group appointments are orientation sessions, workshops, and testing sessions.

To schedule an appointment the following minimum information is needed: the student’s identifier and
first and last name, and, if Reasons are required, the reason(s) for the appointment. If a student cannot
remember the name of the advisor with whom previous appointments were scheduled, use Student
History to obtain that information.

1. Place the focus on the tab labeled THE GRID or the tab labeled MY GRID.

2. Note the Flyout menu [Name > Location > Day > Datev]. To make any changes, click on the Flyout
menu to display a selection screen.

a. |If needed, click Location v and select the Location in which the appointment is to be scheduled.

b. Inthe Date panel, note that a date picker offers the opportunity to navigate to a selected month
and year, to click on a specific date on the calendar, or to select today by clicking on Today.

c. [Ifusing THE GRID] If needed, click Short Name v and select the advisor whose schedule is to
be displayed on THE GRID for a series of days.
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Note

Note that the Short Name field defaults to ALL if you do not have a Short Name. If the advisor
has permission to view only his or her own schedule, the field will display that advisor's own Short
Name, and the field cannot be changed.

d. If ALL is the desired selection and you wish to refine the list to only those advisors who are
associated with a specific specialty, click Specialty v and select the desired specialty.

e. Move the cursor away from the selection panel to return to THE GRID or MY GRID view.

Tip

To find adjacent dates that are not currently displayed, use Next >> or << Previous at the bottom of
THE GRID. In multiple advisor mode on THE GRID, Next >> will advance to the next date and <<
Previous will display the previous date. In single advisor mode on THE GRID, Next >> will advance
to the next set of dates and << Previous will display the previous set of dates.

3. Double-click anywhere in the time slot containing the available appointment (individual or group) to
display the Student Appointment Screen.

Tip

A tool tip for the group appointment will indicate the number of spaces remaining. If the appointment
is full, the Roster will appear immediately. To accommodate a different number of students for this
group appointment, use the Change feature on the Roster. (See “Change the Maximum Number of
Students Allowed in a Group Appointment” at Section 6.2.2. Then return to the target time slot and
resume scheduling the appointment.)

4. [Required] Select one of the options below to enter the student’s identifier.

a. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft
ID).

Note

If the student’s ID format is different from that provided in the ID field, click the Student ID label to
display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest
ID). Then type the student’s identifier.

If an ID is entered that does not exist in the database, an error message will be displayed or the
Search button label will change to Reset, depending on the system settings. Enter the correct ID,
or first click Reset to clear the Student ID field and then enter the correct ID.

b. If the student’s identifier is not known, type the student’s name or a portion thereof in Name and
click Search. If matches are not found in the database, a notification message will be displayed.
If only one match is found in the SARS database, the student’s identifying information will be
displayed. If more than one match is found, a list of all students with that name will appear on a
Search Results screen. From the Search Results screen,

i) Click the selected name.

i) Click OK.

c. If the individual does not have an identifier, click the pencil icon ¢ to automatically change the
ID field to the Guest ID format and to generate a temporary identifier with SG as the leading
characters. The action will enable the Student Name field. Here is an example of the Student
Appointment Screen after the pencil icon has been used to generate a guest ID (see Section 6.1).
Note that the pencil icon disappears after it has been used.
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Student Information

Reason Code +
ADD/DROP Preferred Name
ADVISING
Room = Confirmation Options
AP CREDIT

Student Center, 2nd Floor

Ermail Print

COURSE REPET

Commit Close

Guest ID Name - Birth Date
Reset

Home Phone First Name Extension Text Phone
| | —)__ -
Email Middle Name

Last Mame
Appointment Informz

Suffix /26/2015

ites

Text

Extend

Term

5. [Required] If the Name field is not populated automatically after entering the Student ID, type the
student’s last name, first name (for example, Smith, John). The last name first method will render
reports sorted by student names more usable. To create greater flexibility, click +. This will open a
screen that provides an option to separate the student’s name into separate fields. Nicknames may
be entered in the Preferred Name field. In the case of a guest ID, the drop down name field will open
automatically and completion of the fields will be required.

6. Complete the remaining fields in the Student Information panel, if needed.

a. Inthe Birth Date field, type the student’s birth date or use the date picker to select the student’'s
birth date (see “Date Picker” at Appendix B).

b. Note the Home Phone and related Extension fields to verify that the information is correct.
Generally, this information is imported from the college’s database. If it is necessary to enter a
phone number manually, see step c, below.

c. Inthe Contact Phone field, type the student’s preferred contact telephone number, if different
from the Home Phone. Also type any extension in the related Extension field, which will accept
up to 20 characters. This phone number typically will not be affected by imports from the college
database.

d. Inthe Text Phone field, type the student’s text phone number, if the student has a cell phone with
text messaging capabilities.

Note
The text option will be usable only if the college has a valid license for text messaging.

e. Click the Email field and type the student’s primary email address.

f. Click the Email 2 field, if allowed, and type the student’s preferred email address.

7. Inthe Appointment Information panel,
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a. [Required entry, if “Require Reason” is established for the Location] Click the selected
Reason(s) for the appointment. (Use the scroll bar if the list extends beyond the viewable screen
or click the + sign adjacent to the Reason Code label to display a screen showing all available
Reason Codes.) Here is an example:

[ Reacon coce stec T

ADVISING ADD/DROP AP CREDIT COURSE REPET
COURSE SELECT CREDIT BY EXAM ED PLAN GRAD
MAJOR ORIENTATION OVERRIDE PERSONAL
PRE-REQ CHAL PROBATION RE-ADMIT STAFF CXLD
STUDENT CXLD TRANS EVAL WK-STUDY SKL WHK-TEST TAKING

Cancel

Notes
Some systems may be set to Allow Multiple Reason Codes.

If Use Student Classes has been activated in SARS Anywhere Admin, a Course Selection screen
will be displayed after the student’s ID is entered. The screen will list all the classes in which the

student is currently enrolled. Typically, this feature is used by labs or tutoring centers. Click one

or more classes to indicate the reason(s) for the appointment or visit.

If the selected Reason Code requires a longer duration than that allowed by the single time slot, a
warning message will be displayed. The user may opt to extend the appointment or ignore the
prompt, as desired.

b. [Optional] Inthe Comments field, enter specific information about the reason(s) for making the
appointment. The field will accept up to 255 characters.

c. [Optional] Inthe Room Number field, enter or edit the room number for this appointment if it
differs from that which is displayed. If this is a group appointment and the room number field is
blank or needs to be changed, click Roster, enter the room number, and then return to the
Student Appointment Screen.

8. To extend or unextend the appointment, see “Extend and Unextend an Appointment” at Section 6.5.

9. Click Opt In Settings to display the Opt In Settings screen, if you want to verify or change the contact
methods listed for the student. Here is an example.

Opt In Settings

Email Phone Text

Cancel
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10.

11.

12.

13.

14.

a. Ensure that Email, Phone, and/or Text, are checked, as appropriate, to specify the contact
methods for the student. If an option is disabled, the student does not have the contact method
listed in the system, the college has not set up the option, and/or (in the case of text messaging)
the college does not have a software license for that feature.

b. Click OK to save any changes, or click Cancel to exit the screen without saving.

c. Click Yes in response to the confirmation message.

In the Confirmation Options panel,

a. Ensure that Email is checked if you want to send an email confirmation for the appointment.
b. Ensure that Print is checked if you want to generate a paper confirmation for the appointment.

c. Ensure that Text is checked if you want to send a confirmation to the student via text messaging.

Note

If an appointment is being added using the Student Appointment Screen for an appointment that
occurred in the past, the default confirmation options will be unchecked. This is to prevent
appointment reminders from being generated automatically to students when the appointment has
already occurred. If you wish to send an appointment confirmation to the student, you will need to
manually check the desired confirmation method.

If the student ID is already stored in the database, the following options may also be enabled:

a. Additional Info — depending on whether the system administrator has set it up for this Location
(see Section 9).

b. Alert (see Section 10).

c. Notepad - if the user has access to the Notepad (see Section 16).

d. Student History (see Section 8).

e. View Course List — depending on whether courses are being used as Reasons.

If the “Show Term List” option has been selected by the system administration for the Location, a
Term field will be available. The field will be populated by the current term or, if the appointment
occurs between terms, it will display the next term. To link a topic for discussion in the appointment
to a different term (e.g., discussion of an Ed Plan for the next semester), click Term v and select the
desired Term. (Also see “Show Term List” in the SARS Anywhere Administration Manual at Section
6.6.)

Review the Info Flags panel to see whether important information about the student is listed (for
example, completed key actions toward matriculation goals).

Click Commit.
a. [If initials are required] Enter your name or initials.
b. If the appointment might conflict with a pending appointment for this student in any Location, a

warning screen will be displayed. To proceed with the action, click Yes. Otherwise, click No to
abort the appointment and find another time slot.
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Note

Users will be able to see the actual Location and Short Name for the conflicting appointment if
they have scheduling permissions for that Location. If not, in order to preserve student
confidentiality, users will see an asterisk (*) with the following message: “Details about the
Location and Short Name are not available based on your permission level.”

c. If Use Short Name Assignments has been activated by the system administrator and the
appointment is being made with an advisor other than the advisor to whom the student has been
assigned, a warning/confirmation message will be displayed. To proceed to make the
appointment with the unassigned individual, click Yes. Otherwise, click No and return to THE
GRID or MY GRID and make the appointment with the assigned individual.

Note
If you inadvertently click Close rather than Commit, the appointment information will not be
discarded unless you confirm that you want to discard the appointment information.

Tip

If you did not print a confirmation before committing the appointment, double-click on the scheduled
appointment to display the Student Appointment Screen; then click Reprint Confirmation. For a
group appointment, first double-click on the group appointment to display the Student Appointment
Screen, click Roster, click on the student’s name, and then click Reprint Confirmation,

15. For a group appointment, repeat steps 4 - 14 to book other students in the same scheduling session.
When done, click Close.

[For an individual appointment] After booking the appointment, the booked appointment Schedule Code
will appear in the selected time slot on THE GRID and MY GRID.

[For a group appointment] The Schedule Code that allows for a group appointment remains in the cell on
THE GRID and MY GRID and the student is added to the Roster. For both types of appointments, the
appointment record for the student will be added to Student History.

Notes

“Reserv” in a time slot normally indicates that the appointment is no longer available because it is in the
process of being scheduled by any user or by the student via eSARS. Once the appointment is
committed, “Reserv” is replaced with the booked appointment schedule code.

If you are in the process of scheduling an appointment and lose your connection to the web server or
close the browser without logging out of SARS Anywhere, "Reserv” will continue to be displayed in the
time slot for approximately 20 minutes, when it is removed by the system.

To resume scheduling the appointment, double-click on the time slot. In response to the message
prompt, click Yes.

To remove "Reserv" without proceeding to schedule the appointment, double-click on the time slot. In
response to the message prompt, click No.

_Or_

Select Quick Day Change via the Tab or Quick Links. Select the replacement code and then click on
the slot displaying “Reserv.” Click Save. In response to the confirmation prompt, click Yes. Then click X.
(See Use Quick Day Change to Change a Schedule” at Section 13.1.)

"Reserv" remaining in time slots after 20 minutes indicates that the Appointment Reset Service is not
running, in which case IT should be contacted.
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An occasional Saturday (or Sunday) may be added to THE GRID and MY GRID and made available for
scheduling. (See “Add an Occasional Saturday or Sunday” in the SARS Anywhere Administration
Manual, Section 17.11.)

6.4  Search for an Available Appointment Slot

1. From THE GRID or MY GRID, click Quick Links ¥ and select Search for Appointment. An
Appointment Search screen will be displayed:

| x|

Day of Week Schedule Code
Al All

Monday OPEN

Tuesday ORIENT
Wednesday WK-55
Thursday WK-TT

Friday

First Time Slot
8:00 AM

Last Time Slot
630 PM

No data to display
Specialty
ALL

Short Name
ALL

Date

Find Reset Criteria

N

In the Day of Week panel, click on one or more days, or select All.

Note The Date is typically left at All. However, users may wish to use this option to select a single,
specific date to search for an appointment on that single date only. Generally, however, such an
action is performed from THE GRID..

3. Click First Time Slot ¥ and select the earliest time slot that the student wishes an appointment to
begin.

4. Click Last Time Slot ¥ and select the latest time slot that the student requests an appointment to
begin.

5. [Optional] Click Specialty v and select the desired specialty group (e.g., Honors) to limit the choices
to that group.

6. Click Short Name v and select the desired advisor.
7. Inthe Schedule Code panel, click the specific Schedule Code (or more than one, or All) to search for
the desired appointment allowable slots. If the Schedule Code is for an individual appointment, only

available slots will be displayed.

8. Click Find to display a list of available appointments that will satisfy the selection criteria.
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Here is an example of a search for available appointment slots for all advisors between 9:00 am and
10:00 am.

J

Day of Week Schedule Code
Al All 1/20/2015 9:00 AM ADAMS Tuesday OPEN
Monday S 1/20/2015 9:00 AM BUCHANAN Tuesday OPEN
Tuesday T 1/20/2015 9:00 AM LINCOLN Tuesday OPEN
Wednesday VEToS 1/20/2015 9:00 AM ROOSE-F Tuesday OPEN
Thursday T 1/20/2015 9:00 AM ROCSE-T Tuesday OPEN
Friday 1/20/2015 9:30 AM ADAMS Tuesday OPEN
1/20/2015 9:30 AM BUCHANAN Tuesday OPEN
First Time Slot 1/20/2015 9:30 AM LINCOLN Tuesday OPEN
9:00 AM 1/20/2015 9:30 AM ROOSE-F Tuesday OPEN
Last Time Slot 1/20/2015 9:30 AM ROOSE-T Tuesday OPEN
10:00 AM 1/20/2015 10:00 AM ADAMS Tuesday OPEN
specialty 1/20/2015 10:00 AM BUCHANAN Tuesday OPEN
I 1/20/2015 10:00 AM ROOSE-F Tuesday OPEN
1/20/2015 10:00 AM ROOSE-T Tuesday OPEN

Short Name

1/21/2015 9:00 AM ADAMS Wednesday  OPEN
ALt 1/21/2015 9:00 AM BUCHANAN Wednesday  OPEN
Date 1/21/2015 9:00 AM ROOSE-F Wednesday  OPEN
1/21/2015 9:00 AM ROOSE-T Wednesday  OPEN
Find Reset Criteria 1/21/2015 9:30 AM ADAMS Wednesday  OPEN

Tip

To find two or more consecutive time slots for the same advisor, click Short Name v to display a sort
order menu. Then select Sort Ascending or Sort Descending to alphabetize the results criteria by
advisor name. To restore the sort order by date and time, click Remove Sort.

9. Double-click on the selected entry from among those listed. The Student Appointment Screen will
appear.

10. Enter the applicable information on the Student Appointment Screen. Click Commit. If required,
enter your name or initials in response to the prompt and then press Enter or click Yes to return to
the Appointment Search screen.

11. Click Reset Criteria to clear the screen and select other criteria,, or click the X to close the screen.

6.5 Extend and Un-extend an Appointment
The length of an appointment may be lengthened when the time slot(s) below are appointment allowable.

The preferred method for extending an individual appointment is when it is being initially scheduled.
However, an individual booked appointment may also be extended after the fact.

Some group appointment Schedule Codes (e.g., WORKSHOP) may have varying durations. When
setting up the system, it was recommended that such Schedule Codes be assigned the shortest likely
duration, because the specific activity may later be extended. Thus, from time to time, you may need to
extend a group appointment.
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6.5.1 Extend
1. [For individual booked appointments] From THE GRID or MY GRID,
a. Double-click on the time slot containing the open appointment or the booked appointment to
display the Student Appointment Screen. Then click Extend. Repeat as necessary.

-Or-

b. Click on the time slot and then click Quick Links v. Then select Extend Appointment and
repeat as necessary.

2. [For group appointments] From THE GRID or MY GRID:
a. Click to place the focus on the time slot that contains the group appointment.
b. Click Quick Links v and select Extend Appointment.

Cc. Repeat as necessary.

Tip
Remember to reprint the confirmation if appointment confirmations have been configured to display both
start and stop times.

6.5.2 Unextend
An extended appointment may be shortened one time slot at a time.

1. [For individual booked appointments] From THE GRID or MY GRID, double-click on the time slot
containing the booked appointment to display the Student Appointment Screen.

a. Click Unextend.

b. Repeat as necessary.
2. [Forindividual booked appointments and group appointments] From THE GRID or MY GRID,

a. Click to place the focus on the time slot that contains the appointment.

b. Click Quick Links w. Then select Unextend Appointment and repeat as necessary.
Depending upon the option selected by your Location, either the Schedule Code that previously resided

in the time slot on THE GRID and MY GRID for an individual appointment will be returned, or the
Replacement Code will be inserted in the time slot.

6.6 Move a Student From a Booked Appointment

A student may be moved from one group appointment to another, from a group appointment to an
individual appointment, or from an individual appointment to a group appointment within the same
Location. However, the receiving time slot must have a duration that is at least the same length as the
original time slot and be appointment-allowable.
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6.6.1 Move from an Individual Appointment

1.

On THE GRID or MY GRID, click on the time slot that contains the scheduled appointment.

Tip

The booked appointment tool tip will display the student’s name, the student’s identifier, the Reason
Codes(s) for the appointment, or some combination of the above, depending on the tool tip setting
established for the Location.

Click Quick Links ¥ and select Move Appointment. The cursor will change to display the word
“Move” and the time slot Schedule Code will change to “Moving.”

Tip

To cancel the move action and retain the original appointment,

i) Double-click on the “Moving” time slot and select Cancel in response to the message.
-Or-

i) Click Quick Links wand select Stop Move Appointment.

Double-click on the time slot to which the appointment is to be moved.
When the Move Confirmation screen appears,
a. [If initials are required] Enter your name or initials.

b. Ensure that Email is checked if you want to send an email confirmation for the appointment. (If
the student does not have an email address, the Email option will be disabled

c. Ensure that Print is checked if you want to generate a paper confirmation for the appointment.
d. Ensure that Text is checked if you want to send a text message for the appointment. (If the
student does not have a text phone or the college does not have the text messaging software

license, the Text option will be disabled.)

e. Click Yes.

6.6.2 Move from a Group Appointment

On THE GRID or MY GRID, double-click on the time slot containing the group appointment to display
the Student Appointment Screen. (If the appointment is at capacity, the Roster will appear
immediately. Skip to step 3.)

Click Roster. The students who are scheduled for the appointment will be listed in the order in which
they were added to the Roster.

Click on the student for whom the appointment is being moved.

Click Move. THE GRID or MY GRID will be displayed. The cursor will change to display the word
“Move” and the time slot Schedule Code will change to “Moving.”

Tip

To cancel the move action and retain the original appointment,

i) Double-click on the “Moving” time slot and select Cancel in response to the message.
-Or-

i) Click Quick Links v and select Stop Move Appointment.
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5. Double-click on the time slot to receive the student.

Tip

The tool tip for the receiving time slot will indicate if a space is available. To accommodate a different
number of students for this group appointment, use the Change feature on the Roster. (See “Change
the Maximum Number of Students Allowed in a Group Appointment” at Section 6.2.2. Then return to
the target time slot and resume scheduling the appointment.)

6. When the Move Confirmation screen appears,
a. [If initials are required] Enter your name or initials.

b. Ensure that Email is checked if you want to send an email confirmation for the appointment. (If
the student does not have an email address, the Email option will be disabled.)

c. Ensure that Print is checked if you want to hand out a written confirmation.
d. Ensure that Text is checked if you want to send a text message for the appointment. (If the
student does not have a text phone or the college does not have the text messaging software

license, the Text option will be disabled.)

e. Click Yes. The appointment will be moved to the new time slot on THE GRID or MY GRID.

Note

“Moving” in a time slot normally indicates that the appointment is no longer available because it is in the
process of being moved. Once the appointment is committed, “Moving” is replaced with the original
group appointment Schedule Code.

If you are in the process of moving an appointment and lose your connection to the web server or close
the browser without logging out of SARS Anywhere, "Moving” will continue to be displayed in the time slot
for approximately 20 minutes, when it is removed by the system.

To resume moving the appointment, double-click on the "Moving" time slot. In response to the message
prompt, click Yes.

To remove "Moving" without proceeding to move the appointment, double-click anywhere within the
"Moving" time slot. In response to the message click No.

_Or_

With the focus anywhere within the "Moving" time slot, click Quick Links wand select Stop Move
Appointment.

"Moving" remaining in time slots after 20 minutes indicates that the Appointment Reset Service is not
running, in which case IT should be contacted.

6.7 Move a Group Appointment to another Time Slot

A group appointment Schedule Code and all of the appointments booked for that activity may be moved
in their entirety to another date and/or time within the same Location, provided that at least one student is
already booked for this activity.

1. On THE GRID or MY GRID, click on the time slot that contains the group activity.
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2. Click Quick Links ¥ and select Move Appointment. The cursor will change to display the word
“Move” and the time slot Schedule Code will change to “Moving.”

Tip

To cancel the move action and retain the original group appointment,

i) Double-click on the “Moving” time slot and select Cancel in response to the message.
-Or-

ii) Click Quick Links v and select Stop Move Appointment.

3. Double-click on the time slot to which the activity is to be moved.
4. When the Move Confirmation screen appears,
a. [If initials are required] Type your name or initials.

b. Ensure that Email is checked if you want to send email confirmations of this moved group
appointment to each student on the roster who has an email address and has opted to receive
email confirmations.

c. Ensure that Print is checked if you want to hand out written confirmations.

d. Ensure that Text is checked if you want to send text confirmations of this moved group
appointment to each student on the roster who has a text phone and has opted to receive text
confirmations. If the student does not have a text phone or the college does not have the text
messaging software license, the Text option will be disabled.

e. Click Yes. The activity will be moved to the new time slot on MY GRID. Depending upon the
option selected by your college, either the former Schedule Code or the Replacement Code will
be inserted in the time slot that previously contained the group activity

Note

“Moving” in a time slot normally indicates that the appointment is no longer available because it is in the
process of being moved. Once the appointment is committed, “Moving” is replaced with the original
group appointment Schedule Code.

If you are in the process of moving an appointment and lose your connection to the web server or close
the browser without logging out of SARS Anywhere, "Moving” will continue to be displayed in the time slot
for approximately 20 minutes, when it is removed by the system.

To resume moving the appointment, double-click anywhere within the "Moving" time slot. In response to
the message prompt, click Yes.

To remove "Moving" without proceeding to move the appointment, double-click anywhere within the
"Moving" time slot. In response to the message prompt, click No.

_Or_

With the focus anywhere within the "Moving" time slot, click Quick Links wand select Stop Move
Appointment.

"Moving" remaining in time slots after 20 minutes indicates that the Appointment Reset Servicer is not
running, in which case IT should be contacted.
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6.8 Copy a Scheduled Appointment

A student appointment may be copied to and from another individual or group appointment slot for the
same Location. However, the receiving time slot(s) must have a duration that is at least the same length
as the original time slot. The copy function retains the student in the original appointment.

6.8.1 Copy from an Individual Appointment

1. On THE GRID or MY GRID, click on the time slot that contains the scheduled appointment.

Tip

The booked appointment time slot tool tip will display the student’s name, the student’s ID, the
Reason Code(s) for the appointment, or some combination of the above, depending on the tool tip
setting established for the Location.

2. Click Quick Links ¥ and then select Copy Appointment. The cursor will change to display the
word “Copy” and the time slot Schedule Code will change to “Copying.”

Tip

To cancel the copy action and retain the original appointment,

i) Double-click on the “Copying” time slot and select Cancel in response to the message.
-Or-

i) Click Quick Links wand select Stop Copy Appointment.

3. Double-click on the appointment time slot to receive the student. (Either a group or individual
appointment time slot may be selected.)

4. When the Copy Confirmation screen appears,
a. [If initials are required] Type your name or initials.

b. Ensure that Email is checked if you want to send an email confirmation for the appointment. (If
the student does not have an email address, the Email option will be disabled.)

c. Ensure that Print is checked if you want to generate a paper confirmation for the appointment.
d. Ensure that Text is checked if you want to send a text message for the appointment. (If the
student does not have a text phone or the college does not have the text messaging software

license, the Text option will be disabled.)

e. Click Yes. The appointment will be copied to the new time slot on THE GRID and MY GRID, or in
the case of a group appointment, the student will be added to the Roster.

5. To copy more appointments for the same student, repeat step 3.

6. When done copying, click Quick Links and select Stop Copy Appointment.

6.8.2 Copy from a Group Appointment

1. On THE GRID or MY GRID, double-click on the time slot containing the group appointment to display
the Student Appointment Screen. (If the appointment is at capacity, the Roster will appear
immediately. Skip to step 3.)
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2. Click Roster. The students who are scheduled for the appointment will be listed in the order that they
were added to the Roster.

3. Click on the student to be copied to another appointment.

4. Click Copy. The cursor will change to display the word “Copy” and the time slot Schedule Code will
change to “Copying.”
Tip
To cancel the copy action and retain the original appointment(s),
i) Double-click on the “Copying” time slot and select Cancel in response to the message.
-Or-
i) Click Quick Links wand select Stop Copy Appointment.

5. Double-click on the appointment time slot to receive the student. (Either a group or individual
appointment time slot may be selected.)

6. When the Copy Confirmation screen appears,
a. [Ifinitials are required] Enter your name or initials.

b. Ensure that Email is checked if you want to send an email confirmation for the appointment. (If
the student does not have an email address, the Email option will be disabled.)

c. Ensure that Print is checked if you want to generate a paper confirmation for the appointment.
d. Ensure that Text is checked if you want to send a text message for the appointment. (If the
student does not have a text phone or the college does not have the text messaging software

license, the Text option will be disabled.)

e. Click Yes. The appointment will be copied to the new time slot on THE GRID and MY GRID or in
the case of a group appointment, the student will be added to the Roster.

7. To make more appointments for the same student, repeat steps 5 - 6.

8. When done copying, click Quick Links and select Stop Copy Appointment.

Notes

“Copying” in a time slot normally indicates that the appointment is no longer available because it is in the
process of being copied. Once the appointment is committed, “Copying” is replaced with the original
group appointment Schedule Code.

If you are in the process of copying an appointment and lose your connection to the web server or close
the browser without logging out of SARS Anywhere, "Copying” will continue to be displayed in the time
slot for approximately 20 minutes, when it is removed by the system.

To resume copying the appointment, double-click anywhere within the "Copying" time slot. In response to
the message prompt, click Yes.

To remove "Copying" without proceeding to copy the appointment, double-click anywhere within the
"Copying" time slot. In response to the message prompt, click No.

_Or_

With the focus anywhere within the "Copying" time slot, click Quick Links wand select Stop Copy
Appointment.
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"Copying" remaining in time slots after 20 minutes indicates that the Appointment Reset Service is not
running, in which case IT should be contacted.

6.9 Copy a Group Appointment to Another Group Time Slot

All students in a group appointment may be copied to another group appointment within the same
Location. The copy function retains the students in the original group activity, as well.

1. On THE GRID or MY GRID, click on the time slot containing the group appointment that is to be
copied.

2. Click Quick Links ¥ and select Copy Appointment. The cursor will change to display the word
“Copy” and the time slot Schedule Code will change to “Copying.”

Tip

To cancel the copy action and retain the original group appointment,

i) Double-click on the “Copying” time slot and select Cancel in response to the message.
-Or-

i) Click Quick Links wand select Stop Copy Appointment.

3. Double-click on the group appointment slot that will be receiving the copied information.
4. When the Copy Confirmation screen appears,
a. [If initials are required] Enter your name or initials.

b. Ensure that Email is checked if you want to send an email confirmation for the appointment. (If
the student does not have an email address, the Email option will be disabled.)

c. Ensure that Print is checked if you want to generate a paper confirmation for the appointment.

d. Ensure that Text is checked if you want to send a text message for the appointment. (If the
student does not have a text phone or the college does not have the text messaging software
license, the Text option will be disabled.)

e. Click Yes. All students that were registered for the initial appointment, as well as the associated
Reason Code(s), will be placed in the new group appointment slot, with the following exceptions:

i) If a student name from the copied appointment already exists in the receiving appointment, it
will not be copied.

ii) If the receiving appointment does not have enough slots remaining to accept all of the
students being copied, none of the students will be copied. In such a case, the maximum
number of students allowed may be increased on the Roster, or the user may select another
group time slot that is able to accept the number of students scheduled in the group
appointment.

5. When done copying, click Quick Links ¥ and select Stop Copy Appointment.

Note

“Copying” in a time slot normally indicates that the appointment is no longer available because it is in the
process of being copied. Once the appointment is committed, “Copying” is replaced with the original
group appointment Schedule Code.
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If you are in the process of copying an appointment and lose your connection to the web server or close
the browser without logging out of SARS Anywhere, "Copying” will continue to be displayed in the time
slot for approximately 20 minutes, when it is removed by the system.

To resume copying the appointment, double-click anywhere within the "Copying" time slot. In response to
the message prompt, click Yes.

To remove "Copying" without proceeding to copy the appointment, double-click anywhere within the
"Copying" time slot and select Cancel. In response to the message prompt, click No.

_Or_

With the focus anywhere within the "Copying" time slot, click Quick Links wand select Stop Copy
Appointment.

"Copying" remaining in time slots after 20 minutes indicates that the Appointment Reset Service is not
running, in which case IT should be contacted.

6.10 Send a Student to the Drop-in Screen

Users may either move students with a scheduled appointment to the Drop-in Screen for a drop-in visit or
copy them to the Drop-in Screen. Moving a student will remove that name from THE GRID and MY
GRID, whereas copying a student will retain the name on the Drop-in Screen list, as well as THE GRID
and MY GRID. The Drop-in feature is discussed at Section 7.

1. On THE GRID or MY GRID, click on the time slot that contains the scheduled appointment.

Tip

The booked appointment time slot tool tip will display the student’s name, the student’s ID, the
Reason Code(s) for the appointment, or some combination of the above, depending on the tool tip
setting established for the Location.

2. For an individual appointment, click Quick Links ¥ and select Send to Drop-in Screen.

3. For a group appointment, from the Roster, click on the student name to be copied or moved. Then
click Quick Links ¥ and select Send to Drop-in Screen. Here is an example of the screen:

Appointment Information

Reason Code(s) Location Short Name
ADVISING ADVISING BUCHANAN
ADD/DROP
AF CREDIT Comments

COURSE REPET
COURSE SELECT
CREDIT BY EXAM
ED PLAN

oA

Copy Move Cancel
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Send to Drop-in Screen

Option Description
Appointment | Reason Use to select the reason associated with the drop-in visit.
Information Code(s)

Location Use to select the Drop-in Location.

Advisor Use to select the advisor to which the student should be referred, or

select Next for the student to see the next available advisor.
Comments | Use to type in any relevant comments.

Action Copy Use to transfer a selected student from MY GRID to the Drop-in Screen
for a drop-in visit while retaining the student’s individual appointment.
Move Use to transfer a selected student from MY GRID to the Drop-in Screen
for a drop-in visit without retaining the student’s individual appointment.
OK Use to complete the action.
Close Use to exit the screen.

4. Inthe Reason Code(s) field, click on the desired Reason Code.
5. Click Location v and select the drop-in Location.

6. Click Advisor v and select either Next to have the student see the next available advisor, or click on
the name of the advisor that the student should see.

7. Click Comments and type in any relevant comments.

8. To place the student on the Drop-in Screen while retaining that student’s individual appointment on
THE GRID and MY GRID,

a. Click Copy. A confirmation message will be displayed.
b. Click Yes.

9. To send the student to the Drop-in Screen and also remove that student’s appointment on THE GRID
and MY GRID,

a. Click Move. A confirmation message will be displayed.
b. Click Yes.

6.11 Send Email to a Student with a Booked Appointment (MY GRID)
[under development]

6.12 Send Text Message to a Student with a Booked Appointment (MY GRID)
[under development]
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6.13 Change Information about an Appointment

You may be able to change all the information on the Student Appointment screen except for the

identifier, depending on the permissions granted. To change the student’s ID, use the Student

Maintenance screen. (See “Student Maintenance” at Section 19.)

6.13.1 Change Reason Codes

1. On THE GRID or MY GRID, for an individual appointment, double-click anywhere on the time slot that
contains the scheduled appointment. The information that was previously entered for that
appointment will be displayed on the Student Appointment Screen.

-or-

2. On THE GRID or MY GRID, for a group appointment, double-click on the time slot containing the
appointment. If the appointment is not full, the Student Appointment Screen will be displayed.

Note
If the appointment is at capacity, the Roster will be displayed immediately. Skip to step b, below.

a. Click Roster.

b. Click on the selected student name to display the Student Appointment Screen.
3. Change the information as desired. Specifically, to change Reason Codes,

a. Click on any reasons to be de-selected.

b. Click on any reasons to be added.
4. Click Close. A confirmation message will be displayed.
5. Click Yes.

6.13.2 Set the Actual Start and Stop Times for Individual Booked Appointments
[Under development]
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6.14 Cancel an Appointment

If a student cannot remember the appointment date or time, click Student History. Enter the student’s ID
or name. Click Just Appointments. Then double-click on the appointment to be canceled to display the
Student Appointment Screen.

6.14.1 Cancel an Individual Appointment
1. On THE GRID or MY GRID, double-click anywhere on the time slot that contains the scheduled

appointment. The information that was previously entered for that appointment will be displayed on
the Student Appointment Screen.

Tip

The booked appointment time slot tool tip will display the student’s name, the student’s ID, the
Reason Code(s) for the appointment, or some combination of the above, depending on the tool tip
setting established for the Location.

2. Inthe Reason Code field, select a Reason Code that explains why the appointment was cancelled.
(Use the scroll bar if the list extends beyond the viewable screen or click the + sign adjacent to the
Reason Code label to display a screen showing all available Reason Codes.)

3. Click Cancel. A confirmation screen will be displayed.

a. If your name or initials are required, type them in the space provided on the Cancellation
Confirmation screen, then click Yes.

_Or_

b. If your name or initials are not required, simply click Yes.

Note If the appointment is one of several booked as a recurring appointment, a Remaining Recurring
Appointments screen will be displayed listing all related recurring appointments. Select any other
recurring appointment(s) that you want to cancel and click Proceed.

The appointment will be cancelled, and a cancellation record for the student will be added to Student
History. Depending upon the option selected by your Location, either the Schedule Code that
previously resided in that cell on THE GRID and MY GRID will be returned or the Replacement Code
will be inserted in the cell.

Note

If an appointment is cancelled within five minutes of its initial booking, the user will be required to
enter his or her full User Name (not just initials) to confirm the cancellation. That User Name must
match the User Name of the person whose sign-in was current at the time the appointment was
booked.

6.14.2 Cancel a Group Appointment
1. On THE GRID or MY GRID, double-click anywhere in the time slot containing the group appointment,

2. If the appointment has open slots, the Student Appointment Screen will be displayed. If the
appointment is at maximum capacity, the Roster will be displayed immediately, so skip to step 3.
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3. From the Student Appointment Screen, click Roster. The students who are scheduled for the
appointment will be listed in the order in which they were added to the Roster.

4. To cancel the appointment for one or more (but not all) students on the list:

a. While pressing the Control (CTRL) key, click on each student for whom the appointment is being
cancelled.

Note
To cancel all students on the Roster, highlight the first name, then while pressing the Shift key
simultaneously, click on the last name to be cancelled. Then proceed to the next step.

b. Inthe Reason Code panel, select a Reason Code representing the reason for the cancellation.
(Use the scroll bar if the list extends beyond the viewable screen or click the + sign adjacent to
the Reason Code label to display a screen showing all available Reason Codes.)

c. Click Cancel Student(s). A confirmation screen will be displayed.

d. If your name or initials are required, type them in the space provided on the Cancellation
Confirmation screen, then click Yes.

-or-

e. If your name or initials are not required, simply click Yes.

Note If the appointment is one of several booked as a recurring appointment, a Remaining Recurring
Appointments screen will be displayed listing all related recurring appointments. Select any other
recurring appointment(s) that you want to cancel and click Proceed.

The appointment(s) will be cancelled, and a cancellation record for the student will be added to
Student History. The Schedule Code that allows for a group appointment will remain in the time slot
on THE GRID and MY GRID, and the cancelled slot will become available for another student.

Note

If an appointment is cancelled within five minutes of its initial booking, the user will be required to
enter his or her User Name (not just initials) to confirm the cancellation. That User Name must match
the User Name of the person whose sign-in was current at the time the appointment was booked.

6.15 Make Recurring Appointments

A simple method exists for scheduling multiple, recurring appointments for one advisor at a time.
Scheduling recurring appointments is useful for advisors or other staff who see students for appointments
on a regular basis.

Two methods exist for scheduling recurring appointments:
e Using the Recurring Activities option
e Using the Copy function (see Section 6.8)

1. From THE GRID or MY GRID, click Quick Links ¥ and select Recurring Activities.
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Here is an example of the left-hand side of the screen for Weekly recurrences with Appointment selected:

Activity Information

Type
@ Appointment Meeting
short Name
ADAMS =
Start Time Duration
10:00 AM = 30
Start Date Stop Date
09/14/2015 12/11/2015
Recurrence
Frequency
& Weekly Monthly
Every week(s)

Sunday + Monday
Tuesday Wednesday
Thursday Friday
Saturday

Find Reset

e

Here is an example of the left-hand side of the screen for Monthly recurrences with Appointment selected:

Activity Information

Type
@ Appointment Meeting
Short Name
ADAMS -
Start Time Duration
10:00 AM - 30
Start Date Stop Date

09/14/2015 12/11/2015

Recurrence
Frequency
Weekly ® Maonthly
Every
st + 2nd 3rd 4th Last
Sunday + Maonday
Tuesday Wednesday
Thursday Friday
Saturday
Find Reset
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Recurring Activities

Option Description
Activity Type Appointment Use to select the option to schedule a
Information recurring appointment.
Meeting Use to select the option to schedule a
recurring meeting.
Short Name Use to select the advisor for whom a recurring
appointment is to be scheduled.
Start Time Use to select the time at which the recurring
appointment will begin.
Duration Use to select the length of time needed for the
recurring appointment.
Start Date Use to select the earliest date for which the recurring
appointment will be scheduled.
Stop Date Use to select the latest date for which the recurring
appointment will be scheduled.
Recurrence Frequency Weekly Use to schedule a weekly
appointment.
Monthly Use to select the option to schedule a
monthly appointment.
[Weekly] Use with the Weekly option to select the frequency of
Every O the weekly appointment to be scheduled.
Weeks(s) Sunday Use to schedule the appointment on a
Sunday.
Monday Use to schedule the appointment on a
Monday.
Tuesday Use to schedule the appointment on a
Tuesday.
Wednesday Use to schedule the appointment on a
Wednesday.
Thursday Use to schedule the appointment on a
Thursday.
Friday Use to schedule the appointment on a
Friday.
Saturday Use to schedule the appointment on a
Saturday.
[Monthly] Use with the Monthly option to select the occurrence of
Every O the Monthly appointment to be scheduled.
[occurrence] 1st Use to schedule the

appointment on the first
specified day of the month.

2nd Use to schedule the
appointment on the second
specified day of the month.

3" Use to schedule the
appointment on the third
specified day of the month.
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Recurring Activities
Option Description

4th Use to schedule the
appointment on the fourth
specified day of the month.

Last Use to schedule the
appointment on the last
specified day of the month.

Find Use to have the system search for available dates
based on the selected criteria and display the results.

Reset Use to clear the Recurrence panel for new entries.

Results Used to display the number of occurrences for the
selected date range for the criteria selected.

Details Use to display all details for a selected result.

Book Use to book the selected date for the appointment.

2. Inthe Activity Information - Type panel,

a.

b.

Click Appointment.

Click Short Name v and select the name of the advisor for whom the recurring appointments are
to be scheduled.

Click Start Time v and select the time at which the recurring appointment will begin.
Click Duration v and select the length of time needed for the appointment.

Click the Start Date field and type in the first date on which a recurring appointment will be
scheduled, or use the Date Picker. (See “Date Picker” in Appendix B.)

Click the Stop Date field and type in the last date on which a recurring appointment will be
scheduled, or use the Date Picker.

3. Inthe Recurrence panel,

a.

Click Weekly to schedule the appointment on a weekly basis. Then,
i) Click Every O Week(s) and type in the frequency of the weekly appointment.

ii) Click the specific day(s) of the week on which the weekly appointment will be scheduled.
More than one day may be selected.

[Example: Selecting Weekly > Every 2 Weeks > Monday will return results for every other
Monday, starting the next Monday that occurs after today.]

-or-
Click Monthly to schedule the appointment on a monthly basis. Then,

i) Click the applicable checkbox adjacent to Every 1%, 2" 3 4™ or Last to specify the day of
the month the appointment is to be scheduled.
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i) Click the specific day(s) of the week on which the monthly appointment will be scheduled.
More than one day may be selected.

[Example: Selecting Monthly > 2nd > Monday will return results for the second Monday of
every month, starting the next second Monday.]

4. Click Find. The Results panel will display the total number of occurrences for the selected date
range and day of week. Here is an example.

[ J

Activity Information Results
Type
Appointment Meeting 9/14/2015 11/2/2015 8
Short Nam e 11/16/2015 12/7/2015 4
ADAMS
Start Time Duration
10:00 AM 30
Start Date Stop Date
09/14/2015 12/11/2015
Details
Recurrence
Frequency
Weekly Monthly
Every | 1 weeki(s)
Sunday Monday
Tuesday Wednesday No dara to display

Thursday Friday
Saturday

Find Reset

Note
If a date that meets the specified criteria is unavailable, the system ignores it. Separate results will
be returned for date ranges that are broken by an unavailable date.

5. Inthe Results panel, check the desired row(s) to display the details. The screen will display-the Date
and Day of Week of each result found. More than one row may be selected by pressing the Control
key.

6. Check the box adjacent to each date or check the box in the Details panel header to automatically
select all dates for which the recurring appointment should be booked.
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Here is an example of the screen showing the details after the desired results have been selected:

Recurring Activities a a
- Activity Information -~ Results
Type Start Date ‘Stop Date |# Occurrences
® Appointment Meeting
Short Name
ADAMS =,
Start Time Duration
10:00 AM -| |30 -
Start Date Stop Date
| 09/14/2015 | [12/11/2015 |
- Details
— Recurrence
Frequency
@ Weekl Monthl
’7 Y v ‘ 9/21/2015 Monday

rery |1 |weekis) I

10/5/2015 Monday
10/12/2015 Monday

Sunday + Monday

fuedny ey |oweseliesey ]
Thuredey I e
Sarurday I e
- gl ool |
Find Reset G

11/23/2015 Monday
11/30/2015 Monday

7. When all possible dates have been selected for the recurring appointment, click Book.

8. Click Yes in response to the confirmation request. This action brings up the Student Appointment
Screen.

9. Proceed to book the appointment on the Student Appointment Screen.
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SECTION 7 DROP-INS

7.0 Overview
The Drop-in Screen lists students who arrive for an unscheduled visit in the order of arrival and is used to

assign those students to an advisor. In order to work with drop-ins, the user must have the appropriate
Drop-in access rights.

7.1 The Drop-in Screen

The screen displays, in chronological order, a list of students who have checked in for a drop-in visit for
the day at a selected Location. There are three view modes:

e Show All: Shows all students who have registered for a drop-in visit during that day.

e Waiting: Shows all students who have not yet been seen by an advisor.

* Only My Students: Displays only those students for the Short Name of the user who is signed in.
The screen has the capability of displaying a variety of columns (e.g., Student ID and/or Reason Code
associated with each visit). A Time Serviced column will also be displayed in the All Students and Only
My Students mode.

The screen view defaults to the check-in order. To view the list of students by advisor name, click v in
the Advisor header to display a sort order menu. Select Sort Ascending or Sort Descending. To

restore the view to the default (by check-in time), select Restore Sort.

Here is an example of the screen in the Show All mode.

N O 07 &

Student ID Student Name Advisor Check-in Time |Time Serviced |Reason Code(s) Comments -
1111111 SMITH, JOHN John Adams 81312PM 10:01:05 AM ADD/DROP Work conflict - must drop Geometry a...
9999999 GARNER, JOHN James Madison 8:18:34 AM 8:20:40 AM ADD/DROP Drop Chemistry 1A and add Biology 1A
3456789 ZERO, ZACHARIAH Franklin Pierce 8:34:53 AM 84717 AM PRE-REQ CHAL English 1A
8765432 MARSBAR, MICHAEL James Madison 8:43:59 AM 8:47:42 AM COURSE REPET Business Math
4444444 DAWES, CHARLES Abraham Lincoln 2:49:12 AM 8:54:59 AM OVERRIDE Completed 20 units last term with 4....
5432109 OH, HENRY Franklin Pierce 8:51:33 AM 8:55:58 AM COURSE SELECT Question if should take Bus Math or A___
6666666 MARSHALL, THOMAS James Madison 8:54:45 AM 9:00:37 AM ADVISING, PERSONAL Mew student has general questions
8901234 MILKYWAY, MARY Franklin Pierce 8:58:29 AM 9:01:00 AM PRE-REQ CHAL Needs help completing PR Form for E..
2345678 TWIX, THERESA Abraham Lincoln 9:10:11 AM 9:17:03 AM OVERRIDE Completed 20 credits last semester w.__
7890123 PEPPERMINT, PATTY James Madison 9:11:12 AM 9:17:29 AM ADD/DROP Drop Psych TA and add Poli Sci 1A
2345678 TWIX, THERESA Next Available 9:12:39 AM 9:18:42 AM CREDIT BY EXAM Seeking approval to take exam for Ma...
4567890 TOFFEE, THOMAS Theodore Roosevelt 9:16:26 AM 9:20:05 AM PERSONAL Financial Aid question - Deleted
4567890 TOFFEE, THOMAS Next Available 9:40:16 AM 9:41:18 AM COURSE REPET Passing grade in Anatomy pre-requisi_..
4567890 TOFFEE, THOMAS Next Available 9:42:07 AM 4:16:09 PM COURSE REPET Passing grade in Anatomy pre-req for...
6543210 NESTLE, NATHAN Next Available 9:45:22 AM ADD/DROP Add Business Math as pre-req for Acc...
9012345 MENTHE, MATTHEW Abraham Lincoln 9:47:25 AM OVERRIDE Completed 18 last semester with 3.9
3210987 SKOR, SUSAN Next Available 9:52:31 AM AP CREDIT Seeking info on process to request AP...
| Show All | Waiting Only My Students m
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Here is an example of the screen in the Waiting mode:

ADVISING > Monday, January 5, 2015 -
THE GRID MY GRID Drop-in

Student ID Student Name ‘ Advisor

6543210 NESTLE, NATHAN Next Available 9:45:22 AM ADD/DROP Add Business Math as pre-req for Accounting 1A
9012345 MENTHE, MATTHEW Abraham Lincoln 2:47:25 AM OVERRIDE Completed 18 last semester with 3.9 GPA
3210987 SKOR, SUSAN MNext Available 9:52:31 AM AP CREDIT Seeking info on process to request AP Credit
5678901 ROAD, ROCKY Theodore Roosevelt 10:07:43 AM ADVISING Vocational certificate questions

2109876 TOBLERONE, TONY Next Available 10:09:15 AM ADVISING FYE student

1234567 TURTLES, TANYA Mext Available 10:15:22 AM COURSE SELECT Needs help selecting Distance Learning course
4321098 REESES, RAY Next Available 10:54:43 AM ADD/DROP Registered for 9 but wants to carry 16 units
7654321 MOUNDS, MICHAEL Next Available 10:55:06 AM PERSONAL

9876543 KRACKEL, KAREN Mext Available 10:57:14 AM ADD/DROP Drop Philosophy (an elective, not required)

Show All | Waiting ©Only My Students

<< Previous

Here is an example of the screen in the Only My Students mode:

ADVISING > Monday, January 5, 2015

THE GRID MY GRID Drop-in

Quick Links

Student 1D |5tudem Name ‘Ad\risor "he e |Time Serviced ‘Ileason Code(s) |Cn|||mems

9999999 GARNER, JOHN James Madison 8:18:34 AM 2:30:40 AM ADD/DROP Drop Chemistry 1A and add Biology 1A
8765432 MARSBAR, MICHAEL James Madison 8:43:55 AM 8:47:42 AM COURSE REPET Business Math

6666666 MARSHALL, THOMAS James Madison 8:54:45 AM 9:00:37 AM ADVISING, PERSONAL New student has general questions
7850123 PEPPERMINT, PATTY James Madison 9:11:12 AM 9:17:29 AM ADD/DROP Drop Psych 1A and add Poli Sci 1A

Show All  Waiting | Only My Students

<< Previous

Drop-in Screen

Option
Student ID

Description

Use to display the student’s ID. |
Student Name |

Use to display the student’s name.

Advisor Use to display the name of the advisor to whom the student has been assigned

to be seen, or “Next Available” if no advisor has been assigned.

v Use to sort the list by advisor in ascending or descending order, or to

restore the sort order by check-in time.
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Option
Check in Time

Time Serviced

Reason Code(s)
Comments

Show All

Waiting

Only My Students

Drop-in Screen
Description
Use to show the time that the student checked in for the drop-in visit.

[Displayed only in Show All and Only My Students mode] Use to display the
time that each student was actually seen.

Use to display the selected reason(s) for each student’s drop-in visit.

Use to display any comments associated with the drop-in visit.

Use to display all students who have registered for a drop-in visit during the day.
Use to display only those students who are currently waiting to see an advisor.

Use to display only those students assigned to or seen by the current advisor
who has signed on to the Drop-In screen. This option is displayed only if the
user who is signed in has a Short Name other than All.

Add Use to display the Student Drop-in Appointment screen in order to add to the
drop-in list a student requesting assistance without having pre-booked an
appointment. This option is displayed only if the user has access rights to add
drop-in students to the list.

Delete Use to delete a student name from the drop-in list. This option is displayed only
if the user has access rights to delete drop-in students from the list.

<< Previous Use to go to the previous day.

>> Next Use to advance to the next day.

Note

A Public View Waiting List may also have been set up by the system administrator for students to view
while they are waiting. See “The Public Viewer Waiting List” at Section 18.

7.2

Add a Student to the Drop-in Screen

Users with the applicable access permissions may add students to the drop-in list, assign the student to
the advisor who is handling the visit, and also delete students from the list. The Drop-in Screen defaults
to a list of all students, in the order of arrival, who have registered on that specific date and have not yet
been seen.

1. Place the focus on the tab labeled Drop-in.

2.

Note the Flyout menu [Name > Location > Day > Date v] and verify that the date is for “Today”. To
change the date, touch or click on the Flyout menu to display a selection screen.

a. If needed, click Location v and select the Location in which the appointment is to be scheduled.

b. Inthe Date panel, note that a date picker offers the opportunity to navigate to a selected month
and year, to click on a specific date on the calendar, or to select today by clicking on Today.

c. Move the cursor away from the selection panel to return to the Drop-in screen.
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Tip
To find adjacent dates that are not currently displayed, use Next >> or << Previous at the bottom of
the Drop-in screen.

3. Click Add to display the Student Drop-in Appointment Screen. Here is an example:

Student Information
Additional Info

Student ID Name + Birth Date
1111111 SMITH, JOHN 01/11/1995 Alert
Home Phone Extension Contact Phane Extension Text Phone Notepad
(415) 749-1267 (510) 734-9924 (510) 734-9924 Opt In Settings
Email Email 2 Student History
jehn.smith@nbcc.edu Josmith@google.com

View Course List

Appointment Information

Reason Code + Comments

ADD/DROP Work conflict - must drop Geometry and E".ato:;-'l

ADVISING Term

AP CREDIT Short Mame Please Choose:

COURSE REPET Mext Info Flags

COURSE SELECT + Orientation

CREDIT BY EXAI « Assessment
Abbrev Ed Plan

Commit Drop-in Close Comp Ed Plan

Student Drop-in Appointment Screen

Option Description
Student Student ID Use to record the student identifier (e.g., Student ID, Banner ID,
Information Colleague ID, PeopleSoft ID). The field label will be the primary ID

format. Other ID formats (if they are being used by the Location), such
as Guest ID, may be generated by clicking on the Student ID label and
selecting the desired format.

. Use to automatically change the ID field to the Guest ID format and to
generate a temporary identifier with SG as the leading characters.

Name Use to record the student’s name. If the preferred names feature has
been activated, any preferred name, such as a nickname, will be
displayed within quotation marks following the student’s full name.

+/- Use ( +) after entering a student ID to display a screen on which the user
may view or record student name details. Once the screen has been
opened, clicking on the ( -) symbol will close the screen. Splitting a
student name into separate fields provides for great flexibility. For
example, it allows users to personalize email messages (e.g., Dear John,
vs. Dear SMITH, JOHN). It provides for more consistent sorting by last
name on reports. And it more reliably abbreviates last names on the
Waiting List.
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Student Drop-in Appointment Screen
Option Description

First Use to enter the student’s first name.
Name

Middle Use to enter the student’s middle name, or middle initial.

Name

Last Use to enter the student’s last name.

Name

Suffix Use to enter any suffix for the student’s name, if any.

Preferred | Use to enter the student’s preferred name, such as a nickname. This
Name field will be displayed only if it is activated in Global Configurations.
Search/ Use to search for a Student ID by using the Student Name. This button

Reset may change to Reset if an ID is entered that does not exist in the

database, depending on the system settings.
Birth Date Use to display or record the student’s date of birth.

Home Phone | Use to display or record the student’s permanent telephone number,
which is typically the number stored in the college’s database.

Extension Use to display or record the extension to the permanent telephone
number.

Contact Use to display or record the student’s preferred contact telephone

Phone number, if different from the Home Phone. The system will use the

number in this field, if it is populated.
Extension Use to display or record the extension to the contact telephone number.

Text Phone | Use to display or record the student’s cell phone number if it has text
messaging capabilities.

Email Use to display or record the student’s primary email address. This is the
email address that is stored in the college’s database.

Email 2 Use to display or record the student's alternate email address, if allowed.
If Email 2 is present, then it is the email address that is used by the
system.

Appointment | Reason Code| Use to select one or more reasons for requesting the drop-in visit.

Information ) _
+ Use to display a screen showing all Reason Codes at a glance and to

select one or more codes from that screen.

Comments Use to enter specific information about the reason for the drop-in visit.

Advisor Use to select the advisor with whom the drop-in visit is being made or to
select Next to assign the drop to the next available advisor.
[Other Additional [Available if the Location has opted to include this feature and the user
options] Info has been given permission] Use to view, and if permitted, to record

responses to pre-established questions that will provide more detailed
information about the student.
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Option
Alert

Notepad

Opt-in
Settings

Student
History

View Course
List

Term

Info Flags

[Button Bar] | Commit
Drop-in

Close

Student Drop-in Appointment Screen
Description

Use to enter or display a message that is viewable by advisors or
schedulers.

[Enabled for users with Notepad access] Use to display the Notepad in
order to view, print, write, and, in some cases, delete and change the
security status of notes about students. (See “The Notepad” at Section
16.)

Use to specify the available and preferred methods for contacting the
student (Phone, Email, and/or Text).

Use to gain access to the Student History screen containing all
appointment and drop-in history for the selected student, as well as a
history of all answered eAdvising questions.

[Enabled if courses are being used as Reasons] Use to view a list of
courses in which the student is currently enrolled and, if needed, select
courses as reasons for the appointment.

[Available if Show Term List has been selected on the Miscellaneous
Settings screen for this Location] Use to give users the option to link the
topic of the current appointment to a specific term (e.g., discussion of an
Ed Plan for the next semester).

[Enabled after a Student ID is entered, if the Location has opted to
include the Additional Info Flags feature] Use to display up to four
Additional Information questions about the student. (See “Select
Additional Info Flags for Display on the Student Appointment and Drop-in
Appointment Screens” in the SARS Anywhere Administration Manual at
Section 12.6.)

Use to obligate the drop-in visit. [This option is activated only after the
student’s ID has been entered and the curser has moved to the next
field.]

Used to exit the screen.

4. [Required] Select one of the options below to enter the student’s identifier.

a. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft

D).

Notes

If the student’s ID format is different from that provided in the ID field, click the Student ID label to
display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest
ID). Then type the student’s identifier.

If an ID is entered that does not exist in the database, an error message will be displayed or the
Search button label will change to Reset, depending on the system settings. Enter the correct ID,
or first click Reset to clear the Student ID field and then enter the correct ID.

b. If the student’s identifier is not known, type the student’s hame or a portion thereof in Name and
click Search. If matches are not found in the database, a notification message will be displayed.
If only one match is found in the SARS database, the student’s identifying information will be
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displayed. If more than one match is found, a list of all students with that name will appear on a
Search Results screen. From the Search Results screen,

i) Click the selected name.

ii) Click OK.

If the individual does not have an identifier, click the pencil icon #" to automatically change the
ID field to the Guest ID format and to generate a temporary identifier with SG as the leading
characters. The action will enable the Student Name field.

5. [Required] If the Name field is not populated automatically after entering the Student ID, type the
student’s last name, first name (for example, Smith, John). The last name first method will render
reports sorted by student names more usable. To create greater flexibility, click +. This will open a
screen that provides an option to separate the student’s name into separate fields. In the case of a
guest ID, the drop down name field will open automatically and completion of the fields will be
required.

6. Complete the remaining fields in the Student Information panel, if needed.

a.

e.

f.

In the Birth Date field, type the student’s birth date or use the date picker to select the student’s
birth date (see “Date Picker” at Appendix B).

Note the Home Phone and related Extension fields to verify that the information is correct.
Generally, this information is imported from the college’s database. If it is necessary to enter a
phone number manually, see step c, below.

In the Contact Phone field, type the student’s preferred contact telephone number, if different
from the Home Phone. Also type any extension in the related Extension field, which will accept
up to 20 characters. This phone number typically will not be affected by imports from the college
database.

In the Text Phone field, type the student’s text phone number, if the student has a cell phone with
text messaging capabilities. (The text option will be usable only if the college has a valid license
for text messaging.)

Click the Email field and type the student’s primary email address.

Click the Email 2 field, if allowed, and type the student’s preferred email address.

7. In the Appointment Information panel,

a.

If a default Reason Code has been established, it will be highlighted in the Reason Code panel.
Select or change Reason Codes as appropriate (e.g., ADD DROP). (Use the scroll bar if the list
extends beyond the viewable screen or click the + sign adjacent to the Reason Code label to
display a screen showing all available Reason Codes.) Here is an example of the screen
showing all available reasons:
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ADVISING ADD/DROP
COURSE SELECT CREDIT BY EXAM
MAJOR ORIENTATION
PRE-REQ CHAL PROBATION
STUDENT CXLD TRANS EVAL

AP CREDIT
ED PLAN
OVERRIDE
RE-ADMIT

WK-5TUDY SKL

COURSE REPET

GRAD

PERSONAL

STAFF CXLD

WK-TEST TAKING

b. Click the Comments field to enter specific information about the reason(s) for making the drop-in
visit. The field will accept up to 255 characters.

c. Leave the option at Next to indicate that the student has not expressed a preference and should
see the next available individual, or click Advisor ¥ and then on a specific name to enter the

student’s preference.

8. Click Opt In Settings to display the Opt In Settings screen, if you want to verify or change the contact
methods listed for the student. Here is an example.

Opt In Settings

Email

Phone Text

Cancel

a. Ensure that Email, Phone and/or Text are checked, as appropriate, to specify the contact
methods for the student. If an option is disabled, the student does not have the contact method
listed in the system, the college has not set up the option, and/or (in the case of text messaging)
the college does not have a software license for that feature.

b. Click OK to save the settings or click Cancel to exit the screen.

c. Click Yes in response to the Confirmation message.

9. If the student ID is already stored in the database, the following options may also be enabled:

a. Additional Info — depending on whether the system administrator has set it up for this Location

(see Section 9).

b. Alert (see Section 10).

c. Notepad — if the user has access to the Notepad (see Section 16).

d. Student History (see Section 8).
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e. View Course List — depending on whether courses are being used as Reasons.

10. If the “Show Term List” option has been selected by the system administration for the Location, a
Term field will be available. The field will be populated by the current term or, if the drop-in visit
occurs between terms, it will display the next term. To link a topic for discussion in the drop-in visit to
a different term (e.g., discussion of an Ed Plan for the next semester), click Term v and select the
desired Term. (Also see “Show Term List” in the SARS Anywhere Administration Manual at Section
6.6.)

11. Review the Info Flags panel to see whether important information about the student is listed (for
example, completed key actions toward matriculation goals).

12. Click Commit Drop-in.
a. If the drop-in visit might conflict with a pending appointment for this student in any Location, a

warning screen will be displayed. To proceed with the action, click OK. Otherwise, click No and
advise the student of the conflicting appointment.

Note

Users will be able to see the actual Location and Short Name for the conflicting appointment if
they have scheduling permissions for that Location. If not, in order to preserve student
confidentiality, users will see an asterisk (*) with the following message: “Details about the
Location and Short Name are not available based on your permission level.”

b. If the Use Short Name Assignments option has been activated by the system administrator, the
name of the advisor to whom this student is assigned will be displayed in the Advisor field.
Otherwise, click Advisor v and then on a specific name to enter the student’s preference, or
leave the option at Next to indicate that the student has not expressed a preference and should
see the next available individual.

Note

If the selected advisor is different from the individual assigned to the student, a warning message
will be displayed. Click Yes to assign the drop-in to the unassigned advisor, or click No to select
the assigned advisor.

c. Click OK. The student’s name will be added to the Students Waiting Screen.

7.3  Select a Student from the Drop-in Screen

The Drop-in screen in the Students Waiting mode defaults to a list of students who have not yet been
seen, in the order of arrival. The number of students waiting will be displayed in red on the Drop-in tab.
Advisors may assign students to themselves

1. Click the Drop-in Tab.
2. Make sure that the screen is displaying in the Waiting mode.

3. Double-click on the line containing the student’s name. This action will display the Student Drop-In
Appointment screen.

4. In Advisor v, the name of the advisor who signed on to the system is displayed automatically, in
which case no selection is required. If you are a scheduler, click Advisor v and select the advisor
name, if it the desired advisor different from the one displayed.
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5. Click OK. A confirmation message will be displayed if the Hide Messages option has not been
activated.

6. Click OK. You will be returned to the Drop-in List. The student’s name will be removed from the
Students Waiting list, but will be retained on the All Students list. A record of the activity will be added
to the student history file, which can be viewed from Student History.

Notes
If the steps listed above are performed for a date that is in the past, the system will prompt the user to
enter the time that the student was assigned to the advisor.

If a student’s name was selected in error, click All Students, double-click on the student’s name to
display the Student Drop-in Appointment screen, and click Restore. After confirming the action, the
name will be restored to the Students Waiting list showing the original time that the student was added to
the list.

7.4 Change Information about a Student on the Drop-in Screen

You may change any of the information on the Student Drop-in Appointment screen except for the
student’s ID.

7.4.1 Change Reason Codes

1. From the Drop-in screen, double-click on the student’s name from the All Students list. The Student
Drop-in Appointment Screen will be displayed for that student.

2. Change the information as desired. Specifically, to change Reason Codes,
a. Click on any reasons to be de-selected.
b. Click on any reasons to be added.
3. Click Close. A confirmation message will be displayed.
4. Click OK.
7.4.2 Setthe Actual Start and Stop Times for a Drop-in Visit
[under development]

The actual start time and stop time of a drop-in visit may be set after the advisor has selected the student
to be seen.

7.5 Print the Drop-in Screen

Two versions of the Drop-in Report are available: All Students and Students Waiting. The report displays
the following information: Student Name, Student ID, Advisor, Arrival Date and Time, Time Serviced,
Time Waiting (elapsed time between check-in time and the time that each student was seen), Comments,
total counts for the total number of Drop-ins Seen and the number of Drop-ins Not Seen, the Average
Wait Time for those students who were seen, and the total number of students who were deleted from the
list.
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1. From the Drop-in List, click Show All or Waiting or Only My Students to display the desired screen.

Note
The drop-in list for the screen that is currently displayed will be printed.

2. Click the Print icon on the tool bar to display the Drop-in Report screen. Here is an example.

Report Options

From Date To Date
01/05/2015 01,/05/2015
Suppress 1D
View Save

3. Click the From Date field and type in the first date to be covered by the report, or use the Date
Picker. (See “Date Picker” in Appendix B.)

4. Click the To Date field and type in the last date to be covered by the report, or use the Date Picker.
5. Click Suppress ID, as desired, to hide student IDs from the report printout.

6. To view or print the report, click View. The report will be displayed in pdf format utilizing the pdf
viewer that is installed in your system. Paper copies can be printed from that screen.

7. To save the report to a file, click Save. The following prompt will be displayed at the bottom of the
screen:

Do you want to open or save DropinReport.PDF (4.75 KB) from H Open Save hd Cancel

a. Click Open. The report will be displayed in .PDF format.
-Or-

b. Click Save. A menu will be displayed with the following options: Save, Save As, and Save and
Open. Select the desired option and proceed according to the prompts.

Here is an example of the All Students version of the report.
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Drop-in Report - All Students

From 14/5/2015 to 1/5/2015

Student ID Students Name Mame Date Arrived Serviced Waiting Comments
fleqeseteleia] GARMNER. JOHN James Madison 1/5/2015 8:18 AM 8:30 AM 12 Mins | Drop Chemistry 1A and add Biclogy 14
3456788 FERO, ZACHARIAH Franklin Pierce 1/5/2015 B:34 AM 8:47 AM 13 Mins | English 14
8765432 MARSBAR, MICHAEL James Madison 1/5/2015 B:43 AM B:47 AM 4 Mins | Business Math
aa77Ea1 DAWES, CHARLES Abraham Lincaoln 1/5/2015 B:40 AM B:54 AM 5 Mins | Completed 20 units last term with 4.0 GPA
5432108 OH. HENRY Franklin Pierce 1/5/2015 B8:51 AM B:55 AM 4 Mins | Question if should take Bus Math or Algebra
6866608 MARSHALL. THOMAS James Madison 1/5/2015 B:54 AM 2:00 AM & Mins | New student has general questions
8801234 MILKYWAY, MARY Franklin Pierce 1/5/2015 8:58 AM B:01 AM 3 Mins | Needs help completing PR Form for English
& Math
2345678 TWIX, THERESA Abraham Lincoln 1/5/2015 2:10 AM 817 AM 7 Mins | Completed 20 credits last semester with 3.8
GPA
7880123 PEPPERMINT, PATTY James Madison 1552015 8:11 AM B:17 AM & Mins | Drop Psych 1A and add Poli Sci 1A
2345678 TWIX, THERESA 1/5/2015 8:12 AM 818 AM Seeking approval to take exam for Math -
Deleted
4587200 TOFFEE, THOMAS Theodore Roosevell 1/5:2015 9:18 AM 0:20 AM Finamcial Aid question - Deleted
4567890 TOFFEE. THOMAS 1/5/2015 B:40 AM 241 AM Fassing grade in Anatomy pre-requisite for
Mursimg program - Deleted
4567800 TOFFEE, THOMAS 1/5/2015 2:42 AM 4:18 PM Passing grade in Anatemy pre-req for
Mursing - Deleted - Deleted
6543210 MESTLE, HATHAN John Adams 1/5/2015 B:45 AM 12:25 PM 2 Hrs 40 Mins | Add Business Math as pre-req for Accounting
2012345 MENTHE, MATTHEW #Abraham Lincoln 1/5:2015 0:47 AM Completed 18 last semester with 3.9 GFA
3210987 SKOR, SUSAN 15,2015 9:52 AM Seeking info on process to request AP Credit
1234587 TURTLES, TAMYA 1/5/2015 2:55 AM 10:14 AM Mew student asking about distance learming -
Deleted
5878801 ROAD, ROCKY Theodore Roosevel 1/5/2015 10:07 AM ‘Vocational cerificate gquestions
2100878 TOBLEROME, TONY 152015 | 10:00 AM FYE student
1234587 TURTLES, TAMNYA 1/5/2015 10:15 AM Meeds help selecting Distance Leaming
course
Printed: 1/26/2015 1:36:20 PM -1- Location: ADVISING
Here is an example of the Students Waiting version of the report:
Drop-in Report - Students Waiting
From 1/5/2015 to 1/5/2015
Student ID Students Name Name Date Arrived Serviced Waiting Comments
9012345 MENTHE, MATTHEW Abraham Lincoln 1/5/2015 947 AM Completed 18 last semester with 3.9 GPA
3210987 SKOR, SUSAN 1/5/2015 9:52 AM Seeking info on process fo request AP Credit
5678901 ROAD, ROCKY Theodore Roosevel 1/5/2015 | 10:07 AM ocational cerificate questions
2109876 TOBLERONE, TONY 152015 | 10:09 AM FYE student
1234567 TURTLES, TANYA 1/5/2015 | 10:15 AM Meeds help selecting Distance Leaming
course
4321098 REESES, RAY 1/5/2015 10:54 AM Registered for 9 but wants to camry 16 units
654321 MOUNDS, MICHAEL 152015 | 10:55 AM
Drop-ins Seen: 12 Drop-ins Not Seen: 7 Average Wait Time: -40 Mins
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Here is an example of the report generated in the Only My Students Mode:

Drop-in Report - My Students - (John Adams)

From 1/5/2015 to 1/5/2015

Student ID Students Name MName Date Amived | Serviced Waiting Comments
6543210 MESTLE, NATHAN John Adams 1B2015 9:45 AM 12:25 PM 2 Hrs 40 Mins | Add Business Math as pre-req for Accounting
14
1111111 SMITH, JOHM John Adams 1B2015 8:12 PM 10:01 AM -12 Mins | Work conflict - must drop Geemetry and
History
Drop-ins Seen: 2 Drop-ins Not Seen: 0 Average Wait Time:  -46 Ming Deleted: 0O

7.6 Move a Student to an Individual Appointment Slot
[under development]

7.7 Copy a Student to an Individual Appointment Slot
[under development]

7.8 Delete a Student from the Drop-in Screen

If a student is deleted from the Students Waiting list, the name will remain on the All Students list.
Deleting a student from the All Students list, however, is an irrevocable action. If you wish to generate a
Drop-In Report showing all students who made drop-in visits, regardless of whether they were seen by an
advisor, do not delete names from the All Students list. If a student is deleted from either list, the original
entry will not be stored in the student’s history.

1. From the Drop-in screen, click on Students Waiting; then click on the line containing the student to be
cancelled.

2. Click Delete. A confirmation screen will be displayed

3. Click Yes.

Note

To restore a student’s name that was deleted from the Students Waiting list, go to the All Students
screen, double-click on the student’s name to display the Drop-in Appointment screen, and click Restore.
After confirming the action, the name will be restored to the Students Waiting list with the original arrival
time.
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SECTION 8 STUDENT HISTORY

8.0 Overview

The Student History screen is used to locate a student's existing appointments and drop-in visits and to
view or print the appointment and drop-in history for a student back to the earliest date established by the
system administrator. It may also be used to cancel a student appointment. Finally, it may be used to
view a list of all of a student’s eAdvising messages that have been answered.

Here is an example.

swdent History 2 [ x]

- ey ormaton

Time|Location Dare / Time

MONROE 3/10/2015  2:30 PM ADVISING A N PERSONAL 3/2/2015 12:50:59... CT GRID A
ADAMS 2/18/2015 10:30 AM ADVISING C * STUDENT CXLD 2/14/2015 12:49:5.. M GRID A
ADAMS 2/18/2015 10:30 AM ADVISING A * PERSONAL 2/12/2015 %:39:04... SP GCRID A
ADAMS 2/2/2015 9:37 AM ADVISING A Y ADD/DROP Drop Algebra 1A 2/2/2015 8:30:12 AM  S5PI GRID D
MONROE 1/30/2015  1:00 PM ADVISING A ADVISING Follow up questions on course requirements. 1/27/201510:22:3... SP GRID A
MONROE 1/29/2015  3:30 PM ADVISING M " Follow up questions on course requirements. 1/26/2015 9:21:49... 5C CRID A
ADAMS 1/8/2015 4:00 PM ADVISING A Y ED PLAN e-SARS - Scheduled via internet 1/5/2015 2:20:14 AM  KIOSK Web A
MONROE 1/5/2015 8:30 AM ADVISING A Y ORIENTATION 1/5/2015 8:01:01 AM CT GRID A

All Data | Just Appointments Go to page: (i) Show rows: ELJE 1-13 of 12 (KB DD

Appointment and drop-in activity will appear on the list in reverse chronological order. Appointment
information includes the name of the advisor, the date of the appointment, the time of the appointment,
the location (department), the type of activity (A represents a booked appointment or an eAdvising
response, M represents a moved appointment, and C represents a cancelled appointment), the
attendance status, the reason(s) for the appointment and any comments. It also displays the date/time
that the scheduling action was taken and the initials, user name or other identifier of the person who took
the action. The Source column will display the application used to schedule the activity. GRID A
represents an appointment made via THE GRID or MY GRID, Web A represents an appointment made
via eSARS, and TRAK A represents an appointment made via SARS-TRACK. GRID D represents a
drop-in recorded via SARS Anywhere and/or SARS-TRACK. eAdvising represents a response to a
question that was posted via eAdvising.
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8.1

Option
Student ID
Student Name
Search

Clear

All Data

Just
Appointments

Go to page
Show rows
<)

Print

Student History
Description
Use to display or enter the student’s identifier.
Use to display or enter the student’s name.
Use to search for a student ID using the Student Name.
Use to clear the Student History screen for another entry in ID or Name.

Use to display all scheduled, cancelled, moved, and extended appointments and
drop-in visits, as well as all eAdvising questions.

Use to exclude appointments that did not occur because they were cancelled or
moved. eAdvising questions are not included in the Just Appointments mode.

Use to advance or go back to a specific page number.
Use to specify the number of rows to be displayed at one time.
Go back to the previous page or go forward to the next page.

[Available when generated from Quick Links or the Student Appointment Screen]
Use to print the Student History Report for the selected student.

Methods for Gaining Access to Student History

The Student History screen defaults to All Data. Appointments marked with an asterisk in the Attend
column represent appointments that did not occur because they were cancelled or moved. To view only
those appointments that actually existed, click Just Appointments.

8.

1.1 From a Booked Appointment on THE GRID or MY GRID

1. With the focus on the booked appointment time slot for the selected student, click the Student
History Tab, if it has been configured for easy access.

8.

1.

_or_

With the focus on the booked appointment time slot for the selected student, click Quick Links v

and then select Student History.

-or-

Double-click on the time slot containing the individual appointment to display the Student

Appointment Screen. Then click Student History.

1.2 From Any Place in SARS Anywhere

Click the Student History Tab, if it has been configured for easy access,

-0r-
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Click Quick Links wand then select Student History.

2. If the student information ID field is not yet populated, select one of the options below to enter the
student’s identifier.

a. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft
ID).

Note

If the student’s ID format is different from that provided in the ID field, click the Student ID label to
display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest
ID). Then type the student’s identifier.

b. If the student’s identifier is not known, type the student’s name or a portion thereof in Name and
click Search. If matches are not found in the database, a notification message will be displayed.
If only one match is found in the SARS database, the student’s identifying information will be
displayed. If more than one match is found, a list of all students with that name will appear on a
Search Results screen. From the Search Results screen,
i) Click the selected name.

i) Click OK.

8.1.3 From a Group Appointment Time Slot

1. From THE GRID or MY GRID, double-click on the group appointment time slot to display the Student
Appointment Screen. (If the appointment is full, the Roster will appear immediately. Skip to step 3.)

2. Click Roster.
3. Click on the desired student.

4. Click Student History.

8.2 View, Print and Save Student History
After gaining access to the Student History screen for the selected student,

1. If Student History has been generated using the Student History Tab, click the Print icon from the tool
bar.

-Or-

If Student History has been generated as a pop-up (e.g., from Quick Links or from the Student
Appointment Screen), click the Print button on the screen.

2. In either case, a dialog box will provide the option to suppress the Student ID. Here is an example:
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Report Options
Suppress 1D

View Save

a. Click Suppress ID to omit the student ID’s from the report display.

b. To view or print the report, click View. The report is displayed in a pdf format utilizing the pdf
viewer that is installed on your system. Paper copies can then be printed from that screen.

-Or-
Click Save to save the report to a file.
c. Click Close.

3. Click Clear to reset the screen for another entry in Name or ID. Then enter a new name and click
Search or enter the student’s ID.

4. To cancel an appointment that appears in Student History without having to return to THE GRID or
MY GRID, double-click on the appointment to be cancelled. The Student Appointment Screen will be
displayed and the cancellation can be made.

Note
Generally, cancellations should be made from THE GRID or MY GRID.

5. When done, exit the screen.
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SECTION9 ADDITIONAL INFORMATION

9.0 Overview

Additional Information provides options for users to view and record details about a student. The
Additional Information feature will be available only after the system administrator creates a list of
guestions that will provide more detailed information about the student. The list of questions will apply to
all students in the selected Location. Additional Information is tied to a student’s identifier, not to a
scheduled appointment.

The left-hand side of the Additional Information screen displays descriptions for each question. The right-
hand side of the screen displays the value of the associated question. Depending on the properties of the
question, the value will consist of a Date, List, Text or Yes/No response. Here is an example.

Additional Information a a
IGT=U L ADVISING -
Description | Value

Matriculation Status
Crientation Yes
Assessment Yes

Abbrev Ed Plan

Comp Ed Plan

General

Date First Attended 1/5/2015

Major Computer Science

Special Population

Athlete

International Student

TRIO

Veteran Yes
Holds

Academically Dismissed

Library

Outstanding Bill

SIOGELIAE 1111111 Student Name E,MITH,_IOHN | - Search % Clear
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Additional Information

Option Description
Location Use to select the name of the Location in which the additional
information is stored.
Description Used to display the pre-set description of the additional
information question.
Value [Date] Use to record a date response for an additional information
guestion requiring a date response.
[List] Use to select from a list the response to the additional
information question requiring a list response.
[Text] Use to enter a text response for the additional information
guestion requiring a text response.
[Yes/No] Use to select a Yes or No response for the additional
information question requiring a Yes/No response.
Student Student ID Use to display or enter the student’s identifier (e.g., Student
Information ID, Banner ID, Colleague ID, PeopleSoft ID).
Student Name Use to display or enter the student’s name.
Search Use to find a student by name whose ID is not known.
Clear Use to clear the screen for another entry in ID or Name.
Save Use to store any entries and exit the screen.

9.1 Methods for Gaining Access to Additional Information

These methods may be used only if a student’s ID already exists in the database being used. The ID is in
the database once the first appointment is scheduled or if student data from an external source has been
loaded in the database being used.

9.1.1 From a Booked Appointment on THE GRID or MY GRID

1. With the focus on the booked appointment time slot for the selected student, click the Additional
Information Tab, if it has been configured for quick access.

-Or-

2. With the focus on the booked appointment time slot for the selected student, click Quick Links v
and then select Additional Information.

_or_

3. Double-click on the time slot containing the individual appointment to display the Student
Appointment Screen. Then click Additional Info.

_or_
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4. From MY GRID, if this Additional Information icon is displayed for the booked appointment for the
student, click on the Additional Info icon.

9.1.2 From Any Place in SARS Anywhere
1. Click the Additional Information Tab, if it has been configured for easy access.
-or-
Click Quick Links ¥ and select Additional Information to display the Additional Information screen.

2. If the student information ID field is not yet populated, select one of the options below to enter the
student’s identifier.

a. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft
ID).

Note
If the student’s ID format is different from that provided in the ID field, click the Student ID label to

display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest
ID). Then type the student’s identifier.

b. If the student’s identifier is not known, type the student’s nhame or a portion thereof in Name and
click Search. If matches are not found in the database, a notification message will be displayed.
If only one match is found in the SARS database, the student’s identifying information will be
displayed. If more than one match is found, a list of all students with that name will appear on a
Search Results screen. From the Search Results screen,
i) Click the selected name.

i) Click OK.

9.1.3 From a Group Appointment Time Slot

1. From THE GRID or MY GRID, double-click on the group appointment time slot to display the Student
Appointment Screen. (If the appointment is full, the Roster will appear immediately. Skip to step 3.)

2. Click Roster.
3. Click on the student for whom additional information is being viewed or recorded.

4. Click Additional Information.

9.2 Work with Additional Information

Users may view additional information for all Locations to which they have access. Users may also be
able to record answers to additional information questions, if they have been given permission to do so
and the specific question is enabled for use.

After gaining access to the Additional Information screen for the selected student,
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1. Review the response to each question. Each question is pre-set to allow for one of the following
types of responses: date, list, text, or yes/no. The following are examples.

Date First Attended? 1/5/2015
Major? Computer Science
Veteran? Yes

2. If the user is able to record a response to one or more questions, follow the steps below:

a. When a Date response is allowed, click on the line in the Value column adjacent to the question.
Type in the desired date, or use the Date Picker. (See “Date Picker” in Appendix B.)

b. When a List response is allowed, (e.g., Major), click on the line in the Value column adjacent to
the question. Select a response from the menu. To select more than one option from the list,
after clicking on the line, hold down the Control key and then click on each item to be included.

c. When a Text response is allowed, click on the line in the Value column adjacent to the question.
Type in a response.

d. When a Yes/No response is allowed, click on the line in the Value column adjacent to the
question. Select a response from the menu.

e. Click Save.

3. When done, exit the screen.
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SECTION 10 ALERTS

10.0 Overview

This section discusses the types of alerts available from the Alerts feature of SARS Anywhere. The last
section discusses, in addition, how to work with Early Alerts from SARS Anywhere, if the college is using
the separate Early Alerts application.

You may wish to use the Alert feature in the following situations: reminding a student to bring needed
documents to the appointment or identifying the student as a repeated “no show.” The Alert screen can
accommodate up to 2,000 characters. The alert is tied to the student’s ID, not to a scheduled
appointment.

If only one alert exists for that student, it will be displayed in full. Multiple alerts will be displayed on a list.
If an Alert on a list cannot be read in its entirety, double-click on the row containing that Alert to display it
in full.

Here is an example of the Alert pop-up screen when a student has only one Alert: The Alert Type,
Location, Author and Creation Date will be displayed in a panel at the top of the screen.

Alert Type Alert Information
Standard Location: ADVISING
Created by: SSPI Created on: 10/6/2014

Alert

Student has failed to attend the last 3 scheduled
appointments. Only drop-in registration should
be allowed for the remainder of the term)

Add Delete Cancel

Here is an example of the Alerts screen when more than one alert exists for a student and it is retrieved
from the Student Appointment Screen.

ADVISING Remember to bring your transcripts to your next appointment Student Alert
ADVISING Student has failed to attend the last 3 scheduled appointments. Only drop-in re... Standard Alert
Add Delete

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)



SARS Anywhere User Manual Section 10: Alerts - 2

Pop-Up Alert
Option Description
Alert Type Use to select the type of alert (e.g., Standard, Global, Primary, or Student).
Add Use to add an alert.
Delete Use to remove the alert.
OK Use to save the alert.
Cancel Use to close the screen without saving any new information.

Here is an example of the Alerts screen when more than one alert exists for a student and it is retrieved
from either the Alerts Tab or Quick Links.

Alerts 2] %)
Locarion Alert Alert Type Alert Preview
ADVISING Remember to bring you... Student Alert

| ADVISING | Student has failed to at_ Standard Alert

ELEN N 17111111 ‘Student Name [SYRITRIC 0] m

Student Name Use to display or enter the student’s name.

Alerts ‘

Option ‘ Description ‘

Location ‘ Used to display the Location in which the alert was written. If it is a Global Alert, ‘

the Location will be “Global.”

Alert ‘ Used to display the beginning text of the alert. ‘

Alert Type ‘ Used to display the type of alert (e.g., Standard, Global, Primary, or Student). ‘

Alert Preview ‘ Use to view the content of the selected alert. The preview screen also displays ‘
the Location in which the alert was written, the author, and the creation date.

Student ID ‘ Use to display or enter the student’s ID. ‘

| |

| |

Search Use to search for a Student ID by using the Student Name.
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Alerts
Option Description
Clear Use to clear the screen for another entry.
Add Use to add an alert. (Not applicable for Early Alerts.)
Delete Use to remove an alert. (Not applicable for Early Alerts.)

10.1 Alert Types

There are four Alert types. Each is described below.

Alert Type Description

Standard Alert | [This is the default] Use to create a regular Alert. A standard alert will be displayed
after any Global and Primary Alert.

Global Alert Use to create an Alert that will be automatically displayed in all Locations. This
type of alert, of which there may only be one per student, can only be created (and
deleted) by any system administrator with User Name Maintenance access rights.
The system administrator's User Name and the date it was written will be
embedded in the Global Alert. Only a user with the same access rights may delete
it.

Primary Alert Use to create an Alert that will be designated to be the first alert displayed, after the
Global Alert, when more than one alert exists for a student. Only one Primary Alert
per Location can exist for a student, and this type of alert can only be deleted by
the user who created it or a system administrator with User Name Maintenance
access rights.

Student Alert Use to create an Alert to be viewed by the student when logging into the web
interface (eSARS) or when using SARS-TRAK.

10.2 Methods for Gaining Access to Alerts

These methods may be used only if a student’s ID already exists in the database being used. The ID is in
the database once the first appointment is scheduled or if student data from an external source has been
loaded in the database being used.

10.2.1. From a Booked Appointment on THE GRID or MY GRID

1. With the focus on the booked appointment time slot for the selected student, click the Alerts Tab, if it
has been configured for easy access.

_Or_

2. With the focus on the booked appointment time slot for the selected student, click Quick Links v
and then select Alerts.

_Or_
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3. Double-click on the time slot containing the individual appointment to display the Student
Appointment Screen. Then click Alerts.
_Or_

4. From MY GRID, if this Alerts icon III is displayed for the booked appointment for the student, click
on the Alerts icon.

10.2.2 From Any Place in SARS Anywhere

1. Click the Alerts Tab, if it has been configured for easy access.
-or-
Click Quick Links ¥ and select Alerts.

2. If the student information ID field is not yet populated, select one of the options below to enter the
student’s identifier.

a. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft
ID).

Note

If the student’s ID format is different from that provided in the ID field, click the Student ID label to
display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest
ID). Then type the student’s identifier.

b. If the student’s identifier is not known, type the student’s name or a portion thereof in Name and
click Search. If matches are not found in the database, a notification message will be displayed.
If only one match is found in the SARS database, the student’s identifying information will be
displayed. If more than one match is found, a list of all students with that name will appear on a
Search Results screen. From the Search Results screen,
i) Click the selected name.

i) Click OK.

10.3 View and Add an Alert

Users may view all Alerts originating from Locations for which they have permission to view Student
History. Users may add Alerts (except Global Alerts) for all Locations in which they have permission to
work. Only a system administrator may add a Global Alert.
After gaining access to the Alerts screen for the selected student,
1. Review any existing message(s).
2. Click Add to enable the screen for a new alert. Then,

a. Click Alert Type v and select the type of alert (Standard, Global, Primary, or Student).

b. Inthe body, type a message.

c. Click OK to save any entries.
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3. When done, exit the screen.

10.4 Edit an Alert

Any user who created his or her own Standard Alerts and Student Alerts may edit them. A system
administrator with User Name Maintenance access rights may edit Alerts written by others. No user may
edit a Primary Alert or Global alert.

After gaining access to the Alerts screen for the selected student,

1. If more than one Alert exists, double-click on the Alert to be edited. If only one Alert exists, simply
click on the body field for the Alert.

2. Type the changes directly onto the existing alert.

3. When done, exit the screen.

10.5 Delete an Alert

If an action required by an alert has been taken or if the alert is no longer applicable, the alert should be
deleted. Any user who is able to read Student Alerts or Standard Alerts may delete those types of alerts.
Primary Alerts may only be deleted by the user who created them or the System Administrator. Global
Alerts may be deleted by any System Administrator.

After gaining access to the Alerts screen for the selected student,

1. Click on the Alert to be deleted.

2. Click Delete. A confirmation screen will be displayed.

3. Click OK.

4. When done, exit the screen.

10.6 Early Alerts

This section is applicable only if the college is using the separate Early Alerts application for promoting
student success and retention.

If an Early Alert exists for a student, an Early Alert Popup will be displayed automatically when making an
appointment for the student from THE GRID or MY GRID.

1. If you are a scheduler and an Early Alert Popup is displayed when you are making an appointment for
a student or adding the student on the Drop-in screen, the screen will look like this:
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Early Alert 1 | J

Date: 1/5/2015
User: JADAMS

This is an Early Alert student. Take the following action:

[Scheduler] Click on "Link to Appointment"” to link this appointment to
the Early Alert.

[Advisor] Click on "View Early Alert" to view details about this Early
Alert. -

Link to Appointment

a. Tabs will indicate one or more Early Alerts (e.g., Early Alert 1, Early Alert 2, etc.). The most
recently created Early Alert is always found using Early Alert 1 tab. Click on the desired tab.

b. Click Link to Appointment in order to attach the Early Alert to the appointment as a reason for
the visit. You will be returned to the Student Appointment Screen or the Drop-in Appointment
screen and may proceed.

2. If you are an advisor and an Early Alert Popup is displayed when you are making an appointment for
a student or adding the student on the Drop-in screen, the screen will look like this:

[ }

Early Alert 1 ‘ J

Date: 1/5/2015
User: JADAMS

This is an Early Alert student. Take the following action:

[Scheduler] Click on "Link to Appointment" to link this appointment to
the Early Alert.

[Advisor] Click on "View Early Alert" to view details about this Early
Alert. -

Link to Appointment View Early Alert

a. Tabs will indicate one or more Early Alerts (e.g., Early Alert 1, Early Alert 2, etc.). The most
recently created Early Alert is always found using Early Alert 1 tab. Click on the desired tab.

b. Click View Early Alert to read the details of the Early Alert. Only users with a Short Name other
than None will see the View Early Alert button. When done, click OK.

c. [If not already done by a scheduler] Click Link to Appointment to attach the Early Alert to the
appointment as a reason for the visit. You will be returned to the Student Appointment Screen or
the Drop-in Appointment screen, where an Early Alert option will be displayed in the Reason
Code panel. Here is an example:
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Student Appointment Screen

—Student Information

Student ID
2222222

Mame +

BROWN, ROBERT

Extension Contact Phone
(510) 555-1212

Home Phone
(415) 234-5678

Email
REROWN@NBCC.EDU

Email 2

Birth Date
02/02/1982

Extension Text Phone

-

—Appointment Information

12:30 PM - 30 minutes
Reason Code + Comments
DROPIN -
|[EARLY ALERT |
ED PLAN
CRAD
ORIENT - NEW 5
(PERSONAL ) ~

Room #
Bailey Hall 102 ’7

John Adams - Friday - 1/16/2015

Confirmation Options

Email Print Text

Commit

Close

Additional Info
Alert

Early Alerts «
Extend

Opt In Settings
Student History

Note

At any time, clicking the Early Alerts option on the right side of the Student Appointment Screen or

the Drop-in Appointment screen will display the Early Alert Popup(s) again.

Note
Early Alerts cannot be deleted in SARS Anywhere.
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SECTION 11 ATTENDANCE

11.0 Overview
The Appointment Attendance feature serves two major purposes:
e To gather statistics on attendance status that may be important for reporting.

« To notify an advisor that a student has arrived for a scheduled appointment. This feature is
available only if the automatic notification feature has been enabled and the default appointment
attendance status is unmarked.

The functioning of the Student Attendance feature is dependent on the initial setting for each
appointment-allowable Schedule Code. If the college has chosen to mark all students automatically as
having attended their appointments, non-attendance must be changed to No manually. Conversely, if the
college has chosen to mark all students automatically as having not attended their appointments,
attendance must be changed to Yes manually. The recommended method, Not Marked, requires that
each student’s attendance be recorded manually.

SARS Anywhere offers three methods for recording appointment attendance, each of which is discussed
in this Section.

11.1 Record Attendance from the Student Appointment Screen

1. From THE GRID or MY GRID, navigate to the desired date.

2. Double-click on the student’s booked appointment time slot to display the Student Appointment
Screen.

3. Click Attendance to display a menu with three attendance options: “Show”, “No Show” and “Not
Marked.” Here is an example:

Student Information

Additional Info

Student ID Name + Birth Date
SMITH, JOHN 0111171995 Alert
Home Phone Extension Contact Phone Extension Text Phone Extend
(415) 749-1267 (510) 734-9924 (510) 734-9924 Opt In Settings
Email Email 2 Reprint Receipt
jehn.smith@nbce.edu Jjosmith@google.com

Set Activity Times

Appointment Information Student History

John Adams - Monday - 1/26/2015 Unextend
8:30 AM - 30 minutes View Course List

Reason Code + Comments

ADVISING

ADD/DROP
AP CREDIT Room # Receipt Options
COURSE REPET Show
COURSE SELECT Email Text
CREDIT BY EXA} No Show
+ Not Marked Term
Cancel Attendance Close Please Choose:
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4. Click the desired option to record or correct the attendance status for the selected appointment.

5. Click Close.

11.2 Record Attendance from the Roster

The attendance for students in a group appointment may be marked in a single easy step.

1. On THE GRID or MY GRID, double-click the group appointment time slot. (If the appointment is at
capacity, the Roster will be displayed immediately. Skip to step 3.) If the appointment is not full, the
Student Appointment Screen will be displayed.

2. Click Roster.

3. Highlight either all of the entries for the students who attended or for the students who did not attend
the appointment.

Tip

To highlight more than one non-consecutive entry, hold down the Control key while clicking on each
name. To highlight consecutive entries, use the Shift key; then click on the name of the first student
to be included and also click on the name of the last student to be included.

Highlight the fewer number of students. (For example, if 48 out of 50 students attended, highlight
only the names of the two students who did not attend.)

4. Click Attended to display a Mark Attendance screen as shown below.

10 Student(s) Selected 2 Student(s) Not Selected
Show No Show Reset Show No Show Reset
Mo Change Mo Change
OK Cancel

a. Click the appropriate option (Show, No Show, Reset or No Change) for the group of selected
names.

b. Click the appropriate option (Show, No Show, Reset or No Change) for the group of names that
are not selected.

5. Click OK. When finished, a confirmation message will be displayed.
6. Click OK.

7. When done, exit the Roster.

Tip To change the attendance status for just one student, select the attendance status for that individual.
Leave the rest of the students as No Change. Click OK.
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11.3 Record Attendance using Quick Attend

1. From THE GRID or MY GRID, navigate to the desired date. To display another advisor (or day),
press <<Previous to move to the column of the previous individual (or day) or press Next>> to move
to the column of the next individual (or day).

2. Click Quick Links ¥ and select Quick Attend to display all of the advisor’'s appointments scheduled
for that day for which attendance has not yet been marked as Show or No Show. Here is an example.

[

Monday, January 26, 2015

BUCHANAN 11:30 AM
PIERCE 11:30 AM
ROOSE-F 12:00 PM
FIERCE 12:30 PM
MONROE 2:30 PM
ROOSE-T 2:30 PM
BUCHANAN 3:00 PM
TAYLOR 3:00 PM
MONROE 3:30 PM
ROOSE-T 3:30 PM
TYLER 3:30PM

Studentis) Selected

9988776 HOBART, CGARRET
8765432 MARSBAR, MICHAEL
5555556 JOHNSON, RICHARD
8475396 MACNIFY, MARTHA
2222223 BURR, AARON
55355444 COLFAX, SCHUYLER
3344556 MORTON, LEVI
4757677 GCARMER, JOHN
2233998 FAIRBANKS, CHARLES
8756728 ACNEW, SPIRO
8745645 VALLES, VICTORIA

Studentis) Not Selected

Show Mo Show Mo Change Show Mo Show Mo Change
Cancel
Quick Attend
Option Description
Student(s) Show Use to mark that the selected student(s) attended the
Selected appointment(s).
No Show Use to mark that the selected student(s) did not attend the
appointment(s).
No Change [the screen will default to this option] Use to leave the attendance
unmarked.
Student(s) Not Show Use to mark that the de-selected student(s) attended the
Selected appointment(s).
No Show Use to mark that the de-selected student(s) did not attend the
appointment(s).
No Change [The screen will default to this option.] Use to leave the
attendance unmarked.
OK Use to save the attendance settings.
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Quick Attend

Option Description
Cancel Use to undo changes before they have been saved.
Note

If there are no unmarked appointments, the following message will appear, The attendance for all
appointments has already been marked. Click OK.

3. If one or more entries are listed, highlight either all of the entries for the students who attended or for
the students who did not attend the appointment.

Tips
To highlight one or more names, hold down the control key while clicking on the names.

Highlight the fewer number of students. (For example, if 8 out of 10 students attended, highlight only
the names of the two students who did not attend.)

a. Click the appropriate option (Show, No Show, or No Change) for the group of selected names.

b. Click the appropriate option (Show, No Show, or No Change) for the group of names that are
not selected.

4. Click OK. When finished, a confirmation message will be displayed.

5. Click OK.
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SECTION 12 CONTACTS

12.0 Overview

In addition to scheduled appointments and drop-in visits, advisors may have additional contacts with
students throughout each day. These contacts may involve a telephone call, email, or a brief encounter
in or out of the office. One method is to simply tally contacts without linking them to a student ID; this is

discussed under Section 12.1. Another method is to allow users to record contacts and link them to a
student ID; this method is discussed under Section 12.2.

12.1 Tally Student Contacts

The Additional Contacts screen allows a tally of those contacts to be captured. This data typically will not
be reported back to the college’s host system.

1. From THE GRID or MY GRID, select the date for which additional contacts are to be recorded.
2. [If using THE GRID] Ensure that the focus is on the column for the correct advisor.
3. Click the Contacts Tab, if it has been configured for easy access.

-or-

Click Quick Links ¥ and select Contacts. Here is an example of the Additional Contacts screen.

Additional Contacts

Contacts - [MONROE] - [01/05/2015]

Type

Computer Assistance 0+
E-mail 5+
Front Counter 3|+
Outreach to High Schools (# of Students) 0 +
Telephone 3 0+

4. The Plus and Minus signs serve as counters. Click + to add a contact on the line containing the
type of contact, or click — to remove a contact.

5. Click Save.
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Any student contacts added in this manner will be listed on the “Appointment Attendance Summary
Report” and the “Short Name History Report”. (See the SARS Anywhere Reports Manual at Sections 4.1
and 4.9.)

12.2 Record Student-Specific Additional Contacts

If the college has chosen to establish a special Schedule Code to be used for recording student contacts
on the Roster, a record of student-specific contacts rather than a simple tally will be available. Users
must have permission to perform scheduling actions to use this feature.

The special Schedule code, such as EXTRA or MISC, should be included in the users’ Master Schedules.
Typically, the EXTRA or MISC Schedule Code is placed in the last row of the Master Schedule so that it
does not interfere with other daily activities. This data typically will be reported back to the college’s host
system.

To record this type of Additional Contact, follow the steps below.

1. From THE GRID or MY GRID, double-click the time slot containing the special Schedule Code (e.g.,
EXTRA) on the day in which the contact occurred. The Student Appointment Screen will be
displayed.

2. Proceed to add the student to the Student Appointment Screen, as if you were booking the student
into a group appointment. (See “Schedule an Appointment” at Section 6.3.)

Any student contacts added in this manner will be listed on the Roster. (See “View, Print and Save the
Roster” at Section 6.2.1.)
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SECTION 13 CHANGE SCHEDULES

13.0 Overview

The ability to create master schedules resides in SARS Admin, which usually is managed by the system
administrator. End users who have been granted access rights to create master schedules and add them
to THE GRID should refer to "Master Schedules” at Section 15.

SARS Anywhere offers several methods for changing one or more elements of a schedule from THE

GRID or MY GRID, which are discussed in this section. You must have access rights to change a
schedule to use this feature.

13.1 Use Quick Day Change to Change a Schedule

Quick Day Change may be used to change information on a schedule that has already been added to the
grids, other than booked appointments.

After a master schedule has been added to the grids, daily adjustments are best made directly on THE
GRID or MY GRID, rather than making changes to a master schedule.

1. From THE GRID or MY GRID, navigate to the desired date.

2. Click anywhere within the column that contains the time slot(s) to be modified.

Note
Be sure that the focus is in the correct column. Failure to do so may result in the action being taken

for the incorrect time slot.

3. Click the Quick Day Change Tab, if it has been configured for easy access,
-Or-

Click Quick Links ¥ and select Quick Day Change to display the Quick Day Change screen. Here
is an example:
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Quick Day Change
Time | GUCHANAN
8:00 AM
8:30 AM
9:00 AM OPEN
9:30 AM OPEN

10:00 AM OPEN

10:30 AM PREP

11:00 AM OPEN

11:30 AM OPEN

12:00 FM LUNCH

12:30 FM LUNCH
1:00 PM  MTG-DEPT
1:30 PM  MTG-DEFT
2:00 PM  MTG-DEPT
2:30 PM OPEN
3:00 PM OPEN
3:30 PM OPEN
4:00 PM OPEN
4:30 PM OPEN
5:00 PM OPEN
5:30 PM OPEN
6:00 PM

Comments

%chedule Code i
|- |~
ADMIN
CLASS
CLOSED
CONF
DROP-IN
EVENT
LUNCH
MTG-COMM
Advising Conference Room MTG-DEPT
Advising Conference Room MTC-OTHR
Advising Conference Room MTGC-SS
OPEN
ORIENT
OUTREACH
PREP
SICK
TRAVEL
VAC
WK-55
WK-TT -

Quick Day Change

Option Description

Time Used to display the time on the individual's schedule

[Date/Advisor] Used to display the date and hame associated with the schedule, as well
as the code representing the activity for each time slot.

Comments Use to display existing comments, as well as to enter any comments

about the changed activity.

Schedule Code

Use to select the Schedule Code representing the new activity for
placement in the desired time slot.

Undo Use to restore the values in all cells within the column on the Quick Day
Change screen to that which was displayed upon entering the screen.

Save Use to save the changes.

<< Previous Use to move the screen to the previous date or to the column containing

the previous advisor, depending on the display mode (single advisor or
multiple advisors).
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Quick Day Change
Option Description

Next >> Use to advance the screen to the next date or to the column containing
the next advisor, depending on the display mode (single advisor or
multiple advisors).

4. Review the list of Schedule Codes in the right-hand panel; then click on the Schedule Code that will
represent the advisor's new activity.

5. Click on the existing Schedule Code to be overridden. The replacement code will appear in the time
slot.

Notes
A scheduled appointment must be cancelled or moved before it can be replaced by another Schedule
Code.

If the replacement code is longer than the standard time slot, the extra time slots linked to the activity
will be inserted as well. The replacement code will not be inserted if the total space needed for the
extended activity is unavailable because of a pre-existing booked appointment or insufficient time
remains at the end of the day.

If the length of the replacement activity is shorter than the length of the existing activity, the
replacement code will be inserted only in the cell that is clicked (and any subsequent time slot(s), if
the replacement code is longer than the standard time slot). The remaining time slots will revert to
the Default Master Schedule Code.

6. To record comments about the activity, follow the steps below:
a. Position the cursor with the focus anywhere on the line in the Comments column.
b. Right-click to enable the space for typing.

c. Type the specific information about the activity in the space provided, which will allow up to 255
characters.

d. When done, press Enter.

7. To duplicate both the Schedule Code and the comments in other cells, hold the mouse button down
and drag the cursor down into each adjacent cell to receive the code (a rectangle shape will be
displayed during the dragging process). When the mouse button is released, the code and any
comments will be placed into all of the receiving cells. In lieu of the lasso action, the user may also
simply click on one cell after another, as needed.

8. Two methods are available to correct an error before exiting the Quick Day Change screen, as
follows:

a. To override an incorrect Schedule Code, click on the desired Schedule Code and then click on
the cell to be edited.

b. To restore an entire column to the values it had before using Quick Day Change, click Undo.

9. Then press Save.
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Tip

To find adjacent dates that are not currently displayed, use Next >> or << Previous at the bottom of the
Quick Day Change screen. In multiple advisor mode, Next >> will advance to the advisor in the next
column and << Previous will display the advisor in the previous column. In single advisor mode, Next >>
will advance to the next date and << Previous will display the previous date for the same advisor.

10. When done, exit the screen.

13.2 Change All or Part of a Column to the Same Schedule Code

You may use the Change Column screen while on THE GRID or MY GRID to change all or part of a
column for a specified time and date range to the same Schedule Code. Change Column functions only if
no scheduled appointments are contained in the column to be changed.

1. On THE GRID or on MY GRID, click on any time slot within the column to be modified.

Note
Be sure that the focus is within the column to be changed when on THE GRID. (On MY GRID, the
focus may be anywhere on the screen.)

2. Click Quick Links ¥ and select Change Column. A screen, such as the following, will be displayed:

Options

O Reset to Master Schedule

Start Time 8:00 AM Stop Time | 6:30 PM
Start Date | 01/05/2015 Stop Date |01/05/2013
Comments
Comments
0K Cancel

Change Column

Option Description

Change to Schedule Use to specify that the column will be changed to the Schedule Code that is
Code selected from the adjacent field.

Reset to Master Use to specify that the column will be reset to the Master Schedule for that
Schedule day of the week.

Start Time Use to select the earliest time for which the column should be changed.
Stop Time Use to select the latest time slot for which the column should be changed.
Start Date Use to specify the earliest date for which the change will be made.
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Change Column

Option Description

Stop Date Use to specify the last date for which the change will be made.
Comments Use to enter any comments to be associated with the Schedule Code.
OK Use to save the changes and exit the screen.

Cancel Use to exit the screen without saving.

3. Click Change to Schedule Code ¥ and select the Schedule Code that signifies the advisor's new
activity.

Note
Schedule Codes that are longer than the standard time slot will not be available for use.

4. Click Start Time v and select the first time slot to which the change will apply.
5. Click Stop Time v and select the last time slot to which the change will apply.

6. Click on the Start Date field and type in the earliest date that should accept the new Schedule Code,
or use the Date Picker. (See Date Picker at Appendix B)

7. Click on the Stop Date field and type in the last date that should accept the new Schedule Code, or
use the Date Picker.

8. To enter a corresponding comment for the activity, type any comments in the space provided under
Comments, which will allow up to 255 characters.

9. Click OK. A confirmation message will be displayed.

10. Click Yes.

13.3 Reset a Column to the Master Schedule

You may use Change Column while on THE GRID or MY GRID to reset an entire column of Schedule
Codes back to the original codes on the advisor's Master Schedule for that day of the week. Change
Column functions only if no scheduled appointments are contained in the column to be changed and only
if the date is encompassed on the Master Schedule.

1. On THE GRID or MY GRID, click anywhere within the column to be modified.

Note
Be sure that the focus is within the column to be changed.

2. Click Quick Links ¥ and select Change Column.
3. Click Reset to Master Schedule.
4. Click on OK. A confirmation message will be displayed.

5. Click Yes to confirm the action.
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13.4 Lock or Unlock a Column

You may use Lock Column and Unlock Column to lock or unlock a column. A locked column blocks out
an advisor’s day so that no appointments may be scheduled for that individual. An unlocked column
makes the day available for appointments once more. While the column is locked, only the person who
locked it, or a system administrator with User Name Maintenance access rights, may cancel or
reschedule appointments in that column, or unlock the column.

1. Tolock acolumn,

a. On THE GRID or MY GRID, click anywhere within the column to be locked.

Note
Be sure that the focus is within the column to be locked.

b. Click Quick Links ¥ and select Lock Column. A confirmation message will be displayed.

c. Click Yes. A locked padlock icon will be placed in the header of THE GRID for the selected day
and will remain until the column is unlocked.

d. Print the Cancellation/Rescheduling Worksheet for that individual for that date (see
“Cancellation/Rescheduling Worksheet” in the SARS Anywhere Reports Manual at Section 1.4).

Tip
The locking mode also may be initiated directly from the Cancellation/ Rescheduling Worksheet
setup screen (see the SARS Anywhere Reports Manual at Section 1.4).

e. After locking the column, you may wish to cancel or move all scheduled appointments for that
individual on that date. Then replace all available appointment time slots with Schedule Codes
that do not permit appointment scheduling (e.g., SICK).

Note
At this point, you may either leave the column locked, or you may unlock it.

2. To unlock a column,

a. On THE GRID or MY GRID, click anywhere within the column to be unlocked.

Note
Be sure that the focus is within the column to be unlocked.

b. Click Quick Links v and select Unlock Column. A confirmation message will be displayed.

c. Click Yes. The column will now be available for use by any user with scheduling access rights in
that Location.

13.5 Make Recurring Meetings

A simple method exists for scheduling multiple, recurring meetings for one advisor at a time. Scheduling
recurring meetings is useful for advisors or other staff who need to meet on a regular basis.

1. From THE GRID or MY GRID, click Quick Links ¥ and select Recurring Activities.
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Here is an example of the left-hand side of the screen for Weekly recurrences with Meeting selected:

Activity Information

Type

Saturday

Find

Appointment @ Meeting

Short Name
ADAMS E
Start Time Duration
11:00 AM - 60 -
Start Date Stop Date
08/17/2015 12/11/2015
Recurrence

Frequency

® Weekly Maonthly
Every week(s)

Sunday Monday

Tuesday + Wednesday

Thursday Friday

Reset

h_

Here is an example of the left-hand side of the screen for Monthly recurrences with Meeting selected:

Activity Information
Type
Appointment

Short Name
ADAMS v

Start Time
11:00 AM -

Start Date

08/17/2015

Recurrence
Frequency
Weekly

Every

@ Meeting

Duration
60 L

Stop Date
12/11/2015

® Monthly

VI 1st 2nd 3rd 4th Last

Tuesday

Saturday

Find

Sunday + Monday
Wednesday
Thursday Friday

Reset

h_
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Recurring Activities

Option Description
Activity Type Appointment Use to select the option to schedule a
Information recurring appointment.
Meeting Use to select the option to schedule a
recurring meeting.

Short Name Use to select the advisor for whom a recurring meeting

is to be scheduled.

Start Time Use to select the time at which the recurring meeting

will begin.

Duration Use to select the length of time needed for the

recurring meeting.

Start Date Use to select the earliest date for which the recurring

meeting will be scheduled.

Stop Date Use to select the latest date for which the recurring

meeting will be scheduled.
Recurrence Frequency Weekly Use to schedule a weekly meeting.
Monthly Use to select the option to schedule a
monthly meeting.

[Weekly] Use with the Weekly option to select the frequency of

Every O the weekly meeting to be scheduled.

Weeks(s) Sunday Use to schedule the meeting on a

Sunday.

Monday Use to schedule the meeting on a
Monday.

Tuesday Use to schedule the meeting on a
Tuesday.

Wednesday Use to schedule the meeting on a
Wednesday.

Thursday Use to schedule the meeting on a
Thursday.

Friday Use to schedule the meeting on a
Friday.

Saturday Use to schedule the meeting on a
Saturday.

[Monthly] Use with the Monthly option to select the occurrence of

Every O the Monthly meeting to be scheduled.

[occurrence] 1st Use to schedule the meeting on
the first specified day of the
month.

2nd Use to schedule the meeting
on the second specified day of
the month.

3" Use to schedule the meeting
on the third specified day of the
month.
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Recurring Activities

Option Description

4th Use to schedule the meeting on
the fourth specified day of the
month.

Last Use to schedule the meeting on
the last specified day of the
month.

Find Use to have the system search for available dates
based on the selected criteria and display the results.

Reset Use to clear the Recurrence panel for new entries.

Results Used to display the number of occurrences for the

selected date range for the criteria selected and to
make a selection.

Details Use to display all details for a selected result.
Book Use to book the selected date for the meeting.

2. Inthe Activity Information - Type panel,

a. Click Meeting.

b. Click Short Name v and select the name of the advisor for whom the recurring meeting is to be
scheduled.

c. Click Start Time v and select the time at which the recurring meeting will begin.
d. Click Duration v and select the length of time needed for the meeting.

e. Click the Start Date field and type in the first date on which a recurring meeting will be scheduled,
or use the Date Picker. (See “Date Picker” in Appendix B.)

f. Click the Stop Date field and type in the last date on which a recurring meeting will be scheduled,
or use the Date Picker.

3. Inthe Recurrence panel,
a. Click Weekly to schedule the meeting on a weekly basis. Then,
i) Click Every O Week(s) and type in the frequency of the weekly meeting.

ii) Click the specific day(s) of the week on which the weekly meeting will be scheduled. More
than one day may be selected.

[Example: Selecting Weekly > Every 2 Weeks > Monday will return results for every other
Monday, starting the next Monday that occurs after today.]

-Or-
b. Click Monthly to schedule the meeting on a monthly basis. Then,

i) Click the applicable checkbox adjacent to Every 1%, 2™ 3™ 4™ or Last to specify the day of
the month the meeting is to be scheduled.
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ii) Click the specific day(s) of the week on which the monthly meeting will be scheduled. More
than one day may be selected.

[Example: Selecting Monthly > 2nd > Monday will return results for the second Monday of
every month, starting the next second Monday.]

4. Click Find. The Results panel will display the total number of occurrences for the selected date
range and day of week. Here is an example.

Recurring Activities na
Activity Information Results
Type Start Date | Stop Date # Occurrences
Appointment @ Meeting 8/17/2015 8/31/2015 3
Short Name 9/14/2015 11/2/2015 &
ADAMS . 11/16/2015  12/7/2015 4
Start Time Duration
11:00 AM - 60 -
Start Date Stop Date
08/17/2015 12/11/2015
Details
Recurrence
@ Date Day of Week
Frequency
& Weekly Manthly

Every |1 week(s)

sunday + Monday No data to display

Tuesday Wednesday
Thursday Friday

Saturday

Find Reset

Note If a date that meets meeting the specified criteria is unavailable, the system ignores it.
Separate results will be returned for date ranges that are broken by an unavailable date.

5. In the Results panel, check the desired row(s) to display the details. The screen will display the Date
and Day of Week of each result found. More than one row may be selected by pressing the Control

key.
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Here is an example of the screen showing the details after the desired results have been selected:

Recurring Activities

—Results

Start Date ‘Stop Date ‘# Occurrences

— Activity Information
Type
’7 Appointment ® Meeting
Short Name
ADAMS A
Start Time Duration
11:00 AM hd 60 -
Start Date Stop Date
| 08/17/2015 | [12/11/2015
—Recurrence
Frequency
’7 ® Weekly Monthly
Every | 1 | week(s)
Sunday + Monday
Tuesday Wednesday
Thursday Friday
Saturday
Find Reset

— Details

9/21/2015 Monday

o 1 |

10/5/2015 Monday
10/12/2015 Monday

11/23/2015 Monday
11/30/2015 Monday

Book

6. Check the box adjacent to each date or check the box in the Details panel header to automatically

select all dates for which the recurring meeting should be booked.

7. When all possible dates have been selected for the recurring meeting, click Book. A Recurring
Activity Details screen will be displayed. Here is an example:
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Select Schedule Code

Schedule Code
MTG-DEPT

Comments
Comments

weekly staff mtg)] b4

OK Cancel

Recurring Activity Details
Option Description
Schedule Code [Enabled only when Meeting is selected] Use to select the

Schedule Code to be used as the replacement code for the
recurring meeting (e.g., MTG).

Comments [Enabled only when Meeting is selected] Use to type in relevant
comments or a description of the recurring meeting (e.g., Weekly
Staff Meeting).

OK Use to store the selections.

Cancel Use to exit the screen.
8. Click Schedule Code v and select the Code to be inserted on THE GRID to represent the meeting

type.

9. Click the Comments field and type in comments to be associated with the recurring meeting. After
typing in this field, the OK button will be enabled.

10. Click OK to confirm the meetings and exit the screen.

This action reserves the slot(s) on THE GRID for all of the selected dates. The new meeting Schedule
Code will be displayed on THE GRID for those dates and times.
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SECTION 14 INSTANT MESSAGING

14.0 Overview

Users can send and receive messages if the SARS-Chat feature has been established for the database.
In addition, if Enable Notification of Appointment Arrival has been established for the Location, advisors
will receive automated messages that students have arrived for their appointments via Instant Messaging.

The method for configuring Instant Messaging on an individualized basis is discussed at Section 4.3.
This section discusses how to establish your own availability to chat and also how to send, respond to,
and broadcast messages.

The SARS-Chat icon is a lightning bolt located on the tool bar after logging in to SARS Anywhere.
{

John Adams > ADVISING > Monday, January 5, 2015 Quick Links

Note If a user opts to use Desktop Chat in lieu of SARS-Chat, access to that feature will be via a
lightning bolt located on the system tray at the bottom of the screen. See Section 14.2, below.

14.1 Use SARS:Chat
14.1.1 Establish Availability to Chat

1. From SARS Anywhere, hover the cursor over the lightning bolt located on the on the tool bar. A Chat
Availability menu will be displayed. Here is an example:

Chat Availibility

v Available
Busy

@ Do Not Disturb

Chat Availability
Option Description

Available Use to indicate that you are available to chat. Your availability will be notated for
others to see.

Busy Use to indicate that you are busy. Others will see that you are busy at present,
but you will be able to see that someone wants to chat with you.

Do Not Disturb Use to indicate that you do not wish to receive or respond to chat messages.
Others will see the Do Not Disturb indicator by your name. Only appointment
notifications will be sent to you.

2. Click the desired option.
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34. Return to the Chat Availability menu at any time to change your status.

14.1.2 Send a Message
Two options are available for sending messages: Chat with User and Broadcast.

1. From SARS Anywhere, click the lightning bolt icon located on the tool bar. A SARS Chat screen will
be displayed showing a list of users and their chat status. Here is an example.

J

John Adams Available
Franklin Pierce Available
Franklin Delanc Roosevelt Do Mot Disturb
Abraham Lincoln Busy
James K. Polk Available
John Tyler Available
George Washington Offline
Andrew Jackson Offline
James Madison Offline
James Monroe Offline
Andrew Johnson Offline

Only My Location Broadcast

Note
To display only those users who belong to your primary location, click the Only My Locations filter.

2. Proceed to follow the steps at Section 14.1.3, Chat With User or Section 14.1.4, Broadcast a
Message.

14.1.3 Chat With User

1. Click on the individual to whom the message will be sent. This will enable the Chat With User
button.

2. Click Chat With User to display a Chat screen. Here is an example:
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Chat

| L Madison % x_

wou want to stop by.

Hi Jim. 1 will be in my office and free after 2:30 pm if

Send

3. Type your message in the space provided.

4. Click Send. The message will be sent immediately.

5. Click X to close the screen.

14.1.4 Broadcast a Message

1. Click Broadcast to open the Broadcast Message screen. Here is an example:

Broadcast Message a

'w Franklin Pierce
+| Franklin Delano Roosevelt
+| John Adams
+| Abraham Lincoln
+ John Tyler
+ James K. Polk
+ George Washington
+ Andrew Jackson
+ James Madison
James Monroe

Andrew Johnson

The meeting for all advisors is scheduled for 3:30 p.m. today.

Send

Select All Deselect All

2. Click the checkbox adjacent to each recipient to whom the message will be sent, or click Select All to

check all boxes on the list.
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3. Click in the Message panel and type the desired broadcast.
4. When done, click Send. The message will be broadcast immediately.

5. Click X to close the screen.

14.1.5 Respond to a Message
Users may have the option to receive both automated appointment notifications and personal messages.

1. If you receive a personal message, it might look like this:

Notification a a

Message from: John Adams

Hi Jim. I will be in my office and free after
3:30 pm if you want to stop by.

a. Click Respond to enable a Message panel.

b. Type aresponse. This will enable a Send button. Here is an example:

Chat a a

Received (8:20:35 AM): Hi Jim. | will be in my office and free &
after 3:30 pm if you want to stop by.

Thanks. | will see your later.
Send

c. When done, click Send.

d. Click X to close the screen.
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2. If you receive an appointment reminder notification, the screen will include a snooze option, if it has
been activated as an option on the SARS Chat configuration screen. Here is an example:

This is a reminder of your 4:00 PM
appointment with MOUNDS, MICHAEL.

Snooze |5 Minutes Snooze

a. Note that the Snooze v field defaults to 5 Minutes. If desired, click Snooze v and select the
number of minutes before the reminder is sent again; then click Snooze. The message will close
and be resent at the specified frequency.

_Or_

b. Note the message and then click X to close the screen. This action will deactivate the snooze
function.

14.2 Use Desktop Chat
14.2.0 Overview

Desktop Chat does not require that users be logged in to SARS Anywhere in order to send or receive
messages. However, Desktop Chat has the following limitations:

Desktop Chat works only on Windows systems.

Sent and received messages are not color-coded.

Multiple conversations are displayed as separate Windows.

To start up Desktop Chat, the user must login the first time.

If Use Desktop Chat is selected, the Chat option in SARS Anywhere will be disabled.

If you launch Desktop Chat on more than one active computer, messages will be sent only to
the first computer that launched with Windows.

The desktop chat menu looks like this:
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25PI

| Change User

Broadcast

gl
’ﬁ"# User List

Bovailability b

] Exit

Desktop Chat Menu

Option Description
Change User Use to log out of Desktop Chat and sign in as a different user.
Broadcast Use to select users to whom a broadcast message will be sent and to write a

broadcast message.

User List Use to view a list of all users, users in your primary Location, as well as the
availability status of each user.

Availability Use to select your availability to chat. Your availability will be notated for others
to see on their User List.

Exit Use to exit Desktop Chat. This will remove the lightning bolt icon from the
system tray. To restore chat, re-start the computer, as Desktop Chat
automatically launches with Windows.

Note
If you are using the web-based Chat application, the menu will indicate that you are using web-based

Chat. To change this status, go back to SARS Anywhere, navigate to the SARS:-Chat Configuration
screen and check Use Desktop Chat.

14.2.1 Login to Desktop Chat

The first time that a user wants to use Desktop Chat, a login screen will be displayed. Here is an
example:
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j7 Lagin [
SARS Arnywhers URL
httpz: /Ay nbec. edu/SARSAnmwhere Go
Database
S5ARS Support D atabase VI
Usermame
Jadarng
FPazsword
(112111}
Login E xit

Click the Desktop Chat icon located on the system tray at the bottom of the screen.

Click the SARS Anywhere URL field and specify the URL for the college’s installation of SARS
Anywhere.

Click Go.

Click Database v and select the SARS database through which chat messages are being sent.
Click the Username field and enter your username.

Click the Password field and enter your password.

Click Login. Subsequently, the Desktop Chat program will automatically launch with Windows.

To logout and sign back in as a different user, click Change User, and then follow the login steps 1 —
7, above.

14.2.2 Establish Availability to Chat (Desktop Chat)

1.

Right-click on the lightning bolt on the system tray at the bottom of the screen to display the Desktop
Chat menu.
Hover the cursor over the Availability option to display a Chat Availability menu will be displayed.
Here is an example:
v Auailable
Busy
° Do Mot Disturb
Desktop Chat Availability
Option Description
Available Use to indicate that you are available to chat. Your availability will be notated for

others to see.
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Desktop Chat Availability
Option Description

Busy Use to indicate that you are busy. Others will see that you are busy at present,
but you will be able to see that someone wants to chat with you.

Do Not Disturb Use to indicate that you do not wish to receive or respond to chat messages.
Others will see the Do Not Disturb indicator by your name. Only appointment
notifications will be sent to you.

3. Click the desired option.

4. Return to the Chat Availability menu at any time to change your status.

14.2.3 Send a Chat Message (Desktop Chat)
1. Right-click the lightning bolt icon located on the system tray at the bottom of the screen.

2. Click User List to display a Desktop Chat — User List screen showing a list of users and their chat
status. Here is an example.

Zachary Taylor Awailable
Franklin Pierce Available
Jarnes Buchanan Available
Jarmes Madison Available
Thomas Jefferson Available
John Adams Available
Systern Administrator Offline
Jarnes Monroe Offline
Andrew Johnson Offline
Franklin Delano Roosevelt Offline
Only M'j Location Broadcast

Note
To display only those users who belong to your primary location, click the Only My Locations filter.

3. Click Chat to display a Chat screen. Here is an example:
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John Adams

this term?|

Hello John, Do you know the last date for dropping classes

Send

4. Type your message in the space provided.

5. Click Send. The message will be sent immediately.

6. Click X to close the screen.

14.2.4 Broadcast a Message (Desktop Chat)

1. Right-click the lightning bolt icon located on the system tray at the bottom of the screen.

2. Click Broadcast to open the Broadcast Message screen. Here is an example:

Broadcast Message

( + Thomas Jefferson

+ John Adarns

+ Zachary Taylor

+ Franklin Pierce

+ James Madison

+ James Buchanan

+ System Administrator

+ James Manroe

+ Andrew Johnson

+ Franklin Delano Roosevelt

+ Abraham Lincaln

-

The Advising meeting will startin 30 minutes.

Send

Select All

Deselect All

3. Todisplay only those users in your primary Location, click Only My Location.
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4. Click the checkbox adjacent to each recipient to whom the message will be sent, or click Select All to
check all boxes on the list.

5. Click in the Message panel and type the desired broadcast.
6. When done, click Send. The message will be broadcast immediately.

7. Click X to close the screen.

14.2.5 Respond to a Message (Desktop Chat)
Users may have the option to receive both automated appointment notifications and personal messages.

1. If you receive a personal message, it might look like this:

MNotification

John Tyler

Hello John, Do you know the last
date for dropping classes this
term?

a. Click Respond to enable a Message panel.

b. Type aresponse. This will enable a Send button. Here is an example:

=7 Chat - [John Tyler] S B ¢

Received: Hello John, Do you know the |ast date for dropping classes
this term?

it was last Friday ] Send
en

Connected: 2:54 Message Received: 10:13 AM
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c. When done, click Send.
d. Click X to close the screen.

2. If you receive an appointment reminder notification, the screen will include a snooze option, if it has
been activated as an option on the SARS Chat configuration screen. Here is an example:

r |
Motification

This is a reminder of your
appointment at 12:00 PM with
BROWN, ROBERT.

Snooze
[5Minutes '][ Snooze ” Bespond H Close l

e

a. Note that the Snooze v field defaults to 5 Minutes. If desired, click Snooze v and select the
number of minutes before the reminder is sent again; then click Snooze. The message will close
and be resent at the specified frequency.

_Or_

b. Note the message and then click X to close the screen. This action will deactivate the snooze
function.
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SECTION 15 MASTER SCHEDULES

15.0 Overview

A Master Schedule holds an advisor’s basic weekly schedule of activities. Recording a Master Schedule
refers to the action of entering on a template an individual's activities for one week. Master Schedules
will display only Monday through Friday, unless the option to Include Saturday/Sunday has been selected
for this Location. After Master Schedules are recorded, they must be added to THE GRID.

Here is an example of the Master Schedule screen when it has been generated as a Tab.

‘ THE GRID MY GRID Drop-in Master Schedules
8:00 AM PREP PREP PREP PREP PREP
2:30 AM OPEN OPEN OPEN OPEN OPEN Location
ADVISING
9:00 AM OPEN OPEN OPEN OPEN OPEN
9:30 AM OPEN OPEN OPEN OPEN OPEN Short Name
10:00 AM OPEN OPEN OPEN OPEN OPEN ADAMS
10:30 AM OPEN OPEN OPEN OPEN OPEN Template
11:00 AM OPEN OPEN OPEN OPEN OPEN Spring Standard ...
11:30 AM OPEN OPEN OPEN OPEN OPEN Insert OFf
12:00 PM LUNCH LUNCH LUNCH LUNCH LUNCH Schedule Code
12:30 PM LUNCH MTG-58 LUNCH LUNCH LUNCH
1:00 PM MTG-DEPT MTG-55 DROP-IN DROP-IN DROP-IN ADMIN
1:30 PM MTG-DEPT MTG-58 DROP-IN DROP-IN DROP-IN CLASS
2:00 PM MTG-DEPT MTG-58 DROP-IN DROP-IN DROP-IN CLOSED
2:30 PM DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN CONF
3:00 PM DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN
3:30PM DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN EVENT
4:00 PM DROP-IN DROP-IN DROP-IN DROP-IN LUNCH
4:30 FM DROP-IN DROP-IN DROP-IN DROP-IN MTG-COMM
5:00 PM MTG-DEPT
5:30FM MTG-OTHR
6:00 PM MTGC-5S
6:30 PM OFEN
spring Standard 1/19/2015 5/22/2015 ORIENT)
Master Schedules
Option Description
Template Use to record a name for a master schedule template.
Description
Date Range Use to establish or change the first and last date of a work schedule.
Options | [button] [Available if the Master Schedule is generated from Quick Links] Use to

gain access to the following features: Add to THE GRID, Column
Operations, Print, and Template Operations. (See definitions below.)

Add to THE Use to transfer a Master Schedule template to THE GRID for use in
GRID scheduling.

Column Use to copy or reset a column on a Master Schedule template.
Operations
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Master Schedules

Option Description
Print Use to print the Master Schedule template.
Template Use to add a blank template, add a template based on an existing
Operations template, copy a template, reset a template or delete a template.
Undo Use to restore the values in all cells on the template to that which was displayed
upon entering the screen.
Save Use to store the entries made on the Master Schedule screen.
Location Use to select the Location where the individual will be working.
Short Name Use to select the Short Name of the advisor for whom the schedule is being
recorded.
Template Use to select a template to be displayed.
Insert Off/On This is a toggle button. When the button reads “Insert On,” clicking on a cell will

copy the selected Schedule Code and any corresponding comments into that cell.
When the button reads “Insert Off,” the Insert function is disabled.

Schedule Code Use to select a schedule code to be placed in one or more time slots on the

Master Schedule.

Note

Look at the checkboxes that are located above each day of the week. The system defaults to all dates
being checked. If the advisor does not have a schedule for a particular day of the week (e.g., adjunct
advisors), uncheck the box for that day. Only those days that are checked will be added to THE GRID for
that advisor. These checkboxes will be used when it is time to add a Master Schedule to THE GRID.

This Section also discusses how to add to THE GRID, which refers to the action of replicating that Master
Schedule across a designated date range (for example, one semester) and placing the entire schedule on
the scheduling screen.

15.1 Record a Master Schedule

Master Schedules will display only Monday through Friday, unless the option to Include Saturday/Sunday
has been selected for this Location. Up to ten templates may be created per advisor per Location.

1.

2.

Log in to SARS Anywhere.

Click the Master Schedule Tab, if it has been configured for easy access,
-or-

Click Quick Links ¥ and select Master Schedule.

Note the template that is displayed. It may be “blank,” containing only the Default Master Schedule
Code in all time slots, or it may be a template that contains a previously-established schedule. This
template may be used to record a new schedule, or a different template may be selected by
navigating to the right-hand column and clicking Template v to display a menu of existing templates
and then selecting the desired template as a starting point. A panel listing Schedule Codes will also
be displayed.

Note If you want to simply add a new blank template, see “Add a Blank Template” at Section 15.2.)
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4. Note the Location field. If necessary, click Location ¥ and select the Location for which this
schedule will be created. The alphabetical list will include all Locations to which the individual has
been assigned, and to which the user who is creating the Master Schedule has been assigned
access.

5. Note the Short Name field. If necessary, click Short Name v and select the desired name. An
advisor using the Master Schedule will have his or her own Short Name displayed and the Short
Name field will be unchangeable.

6. Click Template Description vand enter the name for the schedule (e.g., Spring Peak Reg or Spring
Standard).

7. Note that the fields for Date Range display today's date. Click the first Date Range field and type
over the existing date with the first date to be included on the advisor’'s Master Schedule template, or
click v to use the Date Picker. (See “Date Picker” in Appendix B.) The field will accept up to 10
characters.

Notes
Each subsequent template, when created, will contain a Date Range that begins one day after the
Stop Date of the previous template.

To view the day of the week for the Start Date or the Stop Date, rest the cursor on the field.

8. Click the other Date Range field and type over the existing date with the last date to be included on
the Master Schedule template, or click v to use the Date Picker. (See “Date Picker” at Appendix B)
The field will accept up to 10 characters.

9. Click Insert Off. The button will change to Insert On. This will make the Schedule Codes on the list
available for copying to the schedule.

10. Click the selected Schedule Code.

11. Click the time slot on the Master Schedule that is to receive the selected Schedule Code. The code
will appear in the cell.

Notes

Schedule Codes that have a longer duration than the default duration will fill the number of time slots
necessary to cover that duration. If a Schedule Code with a longer duration is overridden by a
Schedule Code with a shorter duration, the remaining time slots will revert to the Default Master
Schedule Code.

To correct any errors when placing Schedule Codes in time slots, simply click on the replacement
Schedule Code in the right hand column and click on the time slot to be corrected. To restore the
template to the values that were displayed upon entering the screen, click Undo.

12. To record comments about the activity, follow the steps below:
a. Position the cursor with the focus anywhere on the activity for which comments are desired.
b. Right-click to display a comments screen.
c. Type the specific information about the activity in the space provided, which will allow up to 255

characters. Information entered in the Comments field, such as the specific description of the
activity and the room number, will be displayed on MY GRID, the Roster Report, and the Daily
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Report (landscape version). The comments will also be displayed on THE GRID for any non-
appointment allowable codes, if that option is selected.

Note

Comments are associated with the specific activity denoted by the cell, not with a Schedule Code.
This allows you to record different comments while using the same Schedule Code. For
example, you may record Staff Meeting as the comment for one cell and Academic Senate
Meeting for another. Both cells would display the same Schedule Code of MTG.

d. Click OK.

Warning
Before reviewing comments that have already been entered for a time slot, click Insert On to
toggle it to Insert Off. Otherwise, the previously entered comments may be erased.

13. To duplicate both the Schedule Code and the comments in other cells, hold the mouse button down
and drag the cursor down and/or across the columns into each adjacent cell to receive the code (a
rectangle shape will be displayed during the dragging process). When the mouse button is released,
the code and any comments will be placed into all of the receiving cells. In lieu of the lasso action,
the user may also simply click on one cell after another, as needed.

14. Repeat steps # 8 - 12 as necessary for other Schedule Codes.

15. Click Save to save the Master Schedule template.

16. To print a copy of the master schedule shown on the screen,

a. [If the Master Schedule was generated from Quick Links] Click Options at the bottom of the
Master Schedule and select Print.

_Or_

[If the Master Schedule was generated as a Tab] Click the Print icon on the tool bar.

Options
Short Name
ADAMS

Which Template
ADAMS (1/19/2015 - 5/22/2015)

Group Summary

View Save

b. Note that the Short Name field will display the advisor’'s Short Name. If necessary, click Short
Name v and select the desired name.

c. Click Group Summary to include the total hours and total occurrences for each Schedule Code
Group or leave the check box blank to exclude those statistics. (See “Group Codes” in the SARS
Anywhere Administrator Manual at Section 5.)
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d. Note the template description in the Which Template field. To select a different template, click
Which Template v and then select either All (to print all reports for the selected advisor) or the
desired Master Schedule template (to print that report only).

Note
If you select “All” for Advisor, you are not allowed to select a specific template.

e. Click View to view and/or print the report. The report is displayed in a pdf format utilizing the pdf
viewer that is installed on your system.

_Or_

Click Save to save the report to a file.

17. To continue entering schedule data for another location, repeat steps # 4-14.

18. When done, exit the screen.

Note
To add the schedules to THE GRID, see Section 15.9, “Add Schedules to THE GRID”. If the user does
not have access rights to add master schedules to THE GRID, the Add to the Grid option will be disabled.

15.2 Add a Blank Template

It may be desirable to retain templates that have been created if they will be useful at other times.

Adding a new template enables the user to create different schedules for a part of a term or for different
terms without overwriting the original schedules. Up to ten templates may be created per advisor per

Location.

1. Loginto SARS Anywhere.

2. Click the Master Schedule Tab, if it has been configured for easy access,

-Or-
Click Quick Links ¥ and select Master Schedule.

3. Note the Location field. If necessary, click Location v and select the Location for which this
schedule will be created.

4. Note the Short Name field, which should contain the advisor’s Short Name for whom the schedule is
being recorded. If necessary, click Short Name v and select the desired name. An advisor using
the Master Schedule will have his or her own Short Name displayed and the Short Name field will be
unchangeable.

5. Select Template Operations from the Quick Links v menu if the Master Schedule is displayed as a

Tab,
-Or'-

Click Options at the bottom of the screen and select Template Operations from the menu, if the
Master Schedule was generated as a pop-up from Quick Links.

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)



SARS Anywhere User Manual Section 15: Master Schedules - 6

6.

7.

The Template Operations screen will display two Add Options, as follows.

Options
Add Copy Delete Reset

Add Options
Add blank template

Add template based on another template

0K Cancel

Note that Add blank template is already selected. Click OK.

Proceed to record a new schedule on the template. (See “Record a Master Schedule” at Section
15.1)

15.3 Add a Template Based on Another Template

1.

2.

Log in to SARS Anywhere.

Click the Master Schedule Tab, if it has been configured for easy access,
-or-

Click Quick Links ¥ and select Master Schedule.

Note the Location field. If necessary, click Location v and select the Location in which the
template to be used is stored.

Note the Short Name field, which should contain the advisor's Short Name for whom the schedule is
being recorded. If necessary, click Short Name v and select the desired name. An advisor using
the Master Schedule will have his or her own Short Name displayed and the Short Name field will be
unchangeable.

Select Template Operations from the Quick Links v menu if the Master Schedule is displayed as a
Tab,

_Or_
Click Options at the bottom of the screen and select Template Operations from the menu, if the

Master Schedule was generated as a pop-up from Quick Links. The Template Operations screen will
display two Add Options, as follows.
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Options
Add Copy Delete Reset

Add Options
Add blank template
Add template based on another template

Source Template

OK Cancel

Click Add template based on another template.

Click Source Template v to display a list of templates and then click on the template to be
duplicated. For an advisor using the Master Schedule, only their own templates are displayed.

Note For system administrators using this feature, the list of Source Templates will include templates
that have been created for other users, as well.

Click OK. The new template with the duplicated Master Schedule will be displayed.

Note Any comments associated with Schedule Codes will be transferred to the new template, if the
template is for the same advisor. Otherwise, comments will not be transferred.

Proceed to make any needed modifications to the schedule. (See Section 15.1, “Record a Master
Schedule”)

15.4 Copy a Template

Copying a template is similar to Add a Template Based on Another Template, but it overwrites an existing
(out of date) template with a schedule from another template.

1.

2.

Log in to SARS Anywhere.

Click the Master Schedule Tab, if it has been configured for easy access,
-or-

Click Quick Links ¥ and select Master Schedule.

Note the Location field. If necessary, click Location v and select the Location for which the other
template will be copied.

Note the Short Name field, which should contain the advisor's Short Name for whom the schedule is
being recorded. If necessary, click Short Name v and select the desired name. An advisor using
the Master Schedule will have his or her own Short Name displayed and the Short Name field will be
unchangeable.
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5. Click Template v and select the template to which data will be copied.

N

. Click Template Description vand rename the schedule.

7. Select Template Operations from the Quick Links v menu if the Master Schedule is displayed as a
Tab,

_Or_

Click the Options menu at the bottom of the screen and select Template Operations from the menu,
if the Master Schedule was generated as a pop-up from Quick Links.

8. Click Copy. A Source Template field will be enabled in the Copy Options panel. Here is an example:

Options
Add Copy Delete Reset

Copy Options

Source Template

QK Cancel

9. Click Source Template v to display a list of existing templates for the selected individual, and then
select on the template containing the schedule to be copied. Advisors only see own templates.

Note For system administrators using this feature, the list of Source Templates will include templates
that have been created for other users, as well.

10. Click OK. A confirmation message will be displayed.

11. Click Yes. The schedule information will have been copied to the template.

Note
Any comments associated with Schedule Codes will be transferred to the new template.

12. Proceed to make any needed modifications. (See Section 15.1, “Record a Master Schedule.)

15.5 Reset a Template

The Reset function will replace or overwrite the currently used Schedule Codes on the template that is
currently in view with the Default Master Schedule Code (e.g., ....).

1. Loginto SARS Anywhere.

2. Click the Master Schedule Tab, if it has been configured for easy access,
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_Or_
Click Quick Links ¥ and select Master Schedule.

3. Note the Location field. If necessary, click Location v and select the Location containing the
template to be reset.

4. Note the Short Name field, which should contain the advisor's Short Name for whom the schedule is
being reset. If necessary, click Short Name v and select the desired name. An advisor using the
Master Schedule will have his or her own Short Name displayed and the Short Name field will be
unchangeable.

5. Click Template v and select the template to be reset.

6. Select Template Operations from the Quick Links v menu if the Master Schedule is displayed as a
Tab,

_Or_

Click Options at the bottom of the screen and select Template Operations from the menu, if the
Master Schedule was generated as a pop-up from Quick Links. Here is an example of the screen:

QOptions
Add Copy Delete Resat

OK Cancel

7. Click Reset.
8. Click OK. A confirmation message will be displayed.
9. Click Yes. All of the cells on the template will be restored to the Default Master Schedule Code.

10. Proceed to record a new schedule on the template. (See Section 15.1, “Record a Master Schedule”)

15.6 Delete a Template

The Delete function is used to eliminate a template that is no longer needed. If only one template exists,
this option will be disabled.

1. Loginto SARS Anywhere.

2. Click the Master Schedule Tab, if it has been configured for easy access,
-or-
Click Quick Links ¥ and select Master Schedule.

3. Note the Location field. If necessary, click Location v and select the Location in which the
template to be deleted is stored.
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4. Note the Short Name field, which should contain the advisor's Short Name for whom the schedule is
being deleted. If necessary, click Short Name ¥ and select the desired name. An advisor using the
Master Schedule will have his or her own Short Name displayed and the Short Name field will be
unchangeable.

5. Click Template ¥ and select the template to be deleted.

6. Select Template Operations from the Quick Links v menu if the Master Schedule is displayed as a
Tab,

_Or_

Click Options at the bottom of the screen and select Template Operations from the menu, if the
Master Schedule was generated as a pop-up from Quick Links. Here is an example of the screen:

Options
Add Copy Delete Reset

OK Cancel

7. Click Delete.
8. Click OK. A confirmation message will be displayed.
9. Click Yes. Any remaining templates will be renumbered automatically.

10. Click Close.

15.7 Copy a Column
Copying a column is useful when an advisor’s schedule is the same on more than one day of the week.
Rather than manually entering the schedule for each similar day, enter a schedule for one day (e.g.
Monday) and then copy it to other columns (e.g. Wednesday and Friday). The Copy function eliminates
the need to make duplicative entries.
1. Loginto SARS Anywhere.
2. Click the Master Schedule Tab, if it has been configured for easy access,

_Or_

Click Quick Links ¥ and select Master Schedule.
3. Click Location v and select the Location containing the template for which a column will be copied.

4. Click Template v and select the template to receive the copied column.

5. Place the cursor anywhere in the column containing the information to be copied.
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10.

Note

If the focus of the cursor is not already placed in the source column, first click on the button that reads
“Insert On” to change it to read “Insert Off.” Then it will be safe to place the focus in the column
without inadvertently inserting a new Schedule Code.

Select Column Operations from the Quick Links v menu if the Master Schedule is displayed as a
Tab,

-Or-
Click the Options menu at the bottom of the screen and select Column Operations, if the Master

Schedule was generated as a pop-up from Quick Links. Copy is already selected as shown on the
following screen:

Options
Copy

Reset

Destination Column(s)
Tuesday
Wednesday
Thursday
Friday

OK Cancel

Click one or more day(s) in the Destination Column(s) field, which displays all the days of the week
into which the column may be copied. Notice that the day of the week of the source column is not
displayed.

Click OK. A confirmation message will be displayed.

Click Yes. The column(s) will contain the copied information.

Proceed to make any needed modifications or to complete the schedule. (See Section 19.1, “Record
a Master Schedule”)

15.8 Reset a Column

This action will overwrite the existing Schedule Codes with the Default Master Schedule Code in a
selected column.

1.

2.

Log in to SARS Anywhere.
Click the Master Schedule Tab, if it has been configured for easy access,

_Or_

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)



SARS Anywhere User Manual Section 15: Master Schedules - 12

Click Quick Links ¥ and select Master Schedule.
3. Click Location v and select the Location that contains the template column to be reset.
4. Click Template v and select the template for which a column is to be reset.

5. Select Column Operations from the Quick Links v menu if the Master Schedule is displayed as a
Tab,

_Or_

Click the Options menu at the bottom of the screen and select Column Operations, if the Master
Schedule was generated as a pop-up from Quick Links.

6. Click Reset. The Reset which day(s)? panel will display all the work days of the week. Here is an
example:

Options
Copy

Reset

Reset which day(s)?
Monday
Tuesday
Wednesday
Thursday
Friday

OK Cancel

7. Click each day of the week that represents the column(s) to be reset. More than one column may be
selected.

8. Click OK. A confirmation message will be displayed.

9. Click Yes. Allthe cells in the selected column(s) will be replaced with the Default Master Schedule
Code.

10. Proceed to complete the schedule. (See Section 15.1, “Record a Master Schedule”)

159 Add a Schedule to THE GRID

Schedules are added to THE GRID by a service running in the background that looks for all schedules
that need to be added to the GRID.
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Warning

The Excluded Dates for the term must have been entered and selected by the system administrator
before anyone attempts to add a work schedule to THE GRID. (See “Excluded Dates” in the SARS
Anywhere Administration Manual at Section 9.)

1. Navigate to the Master Schedule screen.

2. Click Location ¥ and select the Location.

3. Click Template v and select the template to be added

4. Note the checkboxes at the top of each day column. The system defaults to all dates being checked.
If the individual does not have a schedule for a particular day of the week (e.g., part-time workers),
uncheck the box for that day. Only those days that are checked will be added to THE GRID for that
advisor.

5. Click Quick Links v and select Add to the GRID if the Master Schedule is displayed as a Tab,

_Or_

Click the Options menu at the bottom of the screen and select Add to the GRID, if the Master
Schedule was generated as a pop-up from Quick Links.

6. A confirmation message will state, "Add to THE GRID request has been submitted.” Click Yes.
7. When done, exit the Master Schedule screen.

8. To confirm that the schedule has been added, go to THE GRID or MY GRID and verify that the
advisor's name appears for the date range that was added.

Note
If a master schedule is added while THE GRID or MY GRID is open, the new schedule will not be
displayed until the system refreshes.

15.10 Re-Add a Schedule

Warning

The system administrator should have ensured that any Schedule Codes that should not be overwritten
are properly designated with the Prevent Master Schedule Overwrite option prior to allowing anyone to re-
add a schedule. (See “Establish Schedule Code Properties” in the SARS Anywhere Administration
Manual at Section 4.2.)

When in doubt, use Quick Day Change from THE GRID or MY GRID to manually change parts of an
advisor’s schedule.

When re-adding a master schedule, the following cells will be retained:
e Existing appointments

¢ Any cells containing Schedule Codes that have been marked with the Prevent Master
Schedule Overwrite designation
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When you are sure that the Prevent Master Schedule Overwrite designations are accurate, proceed to re-
add a schedule.
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SECTION 16 THE NOTEPAD

16.0 Overview

Notes for a student in a booked appointment time slot may be accessed from MY GRID by clicking on the
Notepad icon. The Notepad may also be accessed separately to work with notes about any student.

Users who have permission to Access Notes may view and print existing note(s) to which they have
access. Users who have permission to Add Notes may create notes. Users who have permission to
Delete Notes may delete their own notes. The Notepad will also display all eAdvising messages for the
selected student, which can then be printed or deleted. Finally, if an Additional Information question is
used for eAdvising, the Additional Info Response will be displayed on the Notepad.

Here is an example of a Notepad for a selected student who has one Note.

Notepad a a

Note Preview

Author: James Madison
Note: Course Selection
Note Date: 10,/24/2014

John's goal is to earn a law degree from UCB. As a
result, he came to me to reassess his course
selection for the remaining terms so that he
meets the pre-requisites before transferring. In
the interim, John has been selected for an
internship position with Bailey & Bailey, the
prestigious law firm in the city. John's experience
at Bailey & Bailey will serve him well when
applying for entrance to UCB.

EIOLETNAINE 1111111 BOGET SV ETG R SMITH, JOHN

Notepad |
Option | Description |
Notepad Location | Used to display the Location in which the note was written. |

Author Used to display the author of the note. (This information is recorded
automatically when a note is saved.)

Date Used to display the date that the note was written. (This information is
recorded automatically when a note is saved.)

Title | Used to summarize the contents of the note. |
Note Used to display the selected note. The date and user name of the author of
Preview | the note will be embedded at the top of this space.
Student ID Use to display or enter the student identifier (e.g., Student ID, Banner ID,
Colleague ID, PeopleSoft ID, Guest ID).
Student Name | Use to display or enter the student’s name. |
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Notepad
Option Description
Search Use to search for a Student ID by using the Student Name.
Clear Use to clear the Notepad for another entry in ID or Name.
Add Use to make fields available to enter new data.
Delete Use to delete a note.
Print Use to print a note.
My Templates Use to gain access to a screen listing one’s own template (if the system

administrator has established the option).

16.1 Methods for Gaining Access to The Notepad
16.1.1. From a Booked Appointment on THE GRID or MY GRID

1. With the focus on the booked appointment time slot for the selected student, click the Notepad Tab, if
it has been configured for easy access.

_Or_

2. With the focus on the booked appointment time slot for the selected student, click Quick Links v and
select Notepad.

_Or_

3. From MY GRID, if this Notepad icon @ is displayed for the booked appointment for the student, click
on the Notepad icon.
16.1.2 From the Student Appointment Screen or the Student Drop-in Appointment Screen

1. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft ID,
Guest ID).

Note

If the student’s ID format is different from that provided in the ID field, click the Student ID label to
display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest ID).
Then type the student’s identifier.

2. If the student’s identifier is not known, type the student’s name or a portion thereof in Name and click
Search. If matches are not found in the SARS database, a notification message will be displayed. If
only one match is found, the student’s identifying information will be displayed. If more than one
match is found, a list of all students with that name will appear on a Search Results screen. From the
Search Results screen,

i) Click the selected name.
iy Click OK.

3. Click the Notepad button.
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16.1.3 From Any Place in SARS Anywhere

1. Click the Notepad Tab, if it has been configured for easy access.
-or
Click Quick Links ¥ and select Notepad.

2. If the Notepad has been opened while focused on a time slot that does not contain a booked
appointment for a specific student, select one of the options below to enter the student’s identifier.

a. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft
ID, Guest ID).

Note

If the student’s ID format is different from that provided in the ID field, click the Student ID label to
display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest
ID). Then type the student’s identifier.

b. If the student’s identifier is not known, type the student’s hame or a portion thereof in Name and
click Search. If matches are not found in the SARS database, a notification message will be
displayed. If only one match is found, the student’s identifying information will be displayed. If
more than one match is found, a list of all students with that name will appear on a Search
Results screen. From the Search Results screen,

i) Click the selected name.

i) Click OK.

16.2 View, Print or Save a Note

Users may use the Notepad to view a list of notes from all Locations to which they have been given
access. In addition, users may print a single note, several selected notes, all notes, or all notes written
within a specified date range using the print icon on the tool bar or the print button on the Notepad screen
itself. Here is an example of the Note Print Options screen.

Print Options

Al

Date Range

Selected
From Date To Date
01/14/2015 01/14/2015

View Save

© 2015 SARS Software Products, Inc. All rights reserved. Version 1.0 (1/2/2015)



SARS Anywhere User Manual Section 16: The Notepad - 4

Note Print Options

Option Description
Print All Use to print all notes.
Options _ -
Date Range Use to print all notes that were created within a selected date range. Use
the From Date and To Date fields to specify the date range.
Selected Use to print only the notes that have been highlighted.
From Date Use in conjunction with the Date Range option to specify the first date to
be included in the date range.
To Date Use in conjunction with the Date Range option to specify the last date to
be included in the date range.
View Use to view the information or to initiate the printing process.
Save Use to save the information to a file.

16.2.1 View Notes

After gaining access to the Notepad for the selected student,

1. Look to see whether the note has an open padlock (é). If so, you will be able to view the note.
(Authors of notes may view their own notes, regardless of their security status.)

2. To view a single note or selected notes,

a. Click on the selected note(s),

Tip
To select more than one note, hold down the Control (CTRL) key and select notes that are not
consecutive, or hold down the Shift key and click on the first and then the last note in a series.

b. View the contents of the note(s) in the Preview panel. (The scroll bar may be used to view longer
notes.)
16.2.2 Print or Save Notes

After gaining access to the Notepad for the selected student,

1. Look to see whether the note has an open padlock (é). If so, you will be able to print the note.
(Authors of notes may print their own notes, regardless of their security status.)

2. To print or save one or more selected notes,

a. Click on the selected note(s),
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Tip

To select more than one non-consecutive note, hold down the Control (CTRL) key while clicking on
each note. To select consecutive notes, use the Shift key and then click on the first note and then
the last note to be included.

b.

e.

[If the Notepad was generated from Quick Links] Click the Print button on the Notepad itself.
-or-

[If the Notepad is generated as a Tab] Click the Print icon on the tool bar.

Note that Selected is the default on the Note Print Options screen.

Click View. The report is displayed in a pdf format utilizing the pdf viewer that is installed on your
system. Paper copies can then be printed from that screen.

_or‘_

Click Save.

3. To print or save all notes,

a.

d.

[If the Notepad was generated from Quick Links] Click the Print button on the Notepad itself.
-or-

[If the Notepad is generated as a Tab] Click the Print icon on the tool bar.

Click All on the Note Print Options screen.

Click View. The report is displayed in a pdf format utilizing the pdf viewer that is installed on your
system. Paper copies can then be printed from that screen.

-Or-

Click Save.

4. To print or save all notes within a specified date range,

a.

[If the Notepad was generated from Quick Links] Click the Print button on the Notepad itself.
-or-

[If the Notepad is generated as a Tab] Click the Print icon on the tool bar.

Click Date Range on the Note Print Options screen.

Click on the From Date field and type in the first date to be included, or use the Date Picker.
(See “Date Picker” in Appendix B.)

Click on the To Date field and type in the last date to be included, or use the Date Picker.

Click View. The report is displayed in a pdf format utilizing the pdf viewer that is installed on your
system. Paper copies can then be printed from that screen.

_Or_
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f. Click Save.

5. To close the screen, click X at the upper right of the screen.

Tip
To clear the screen for another entry in ID or Name, click Clear. Then enter a new identifier or enter
a new name and click Search.

6. When done, exit the Notepad.

16.3 Add a Note
After gaining access to the Notepad for the selected student,
1. Click Add to display a Note Detail screen.

Here is an example:

MNote Visibility Location Note Information
el ADVISING Author: JMADISON Date Created: 11/21/2015
Student ID: 1111111 Student Name: SMITH, JOHN
Mote
Title
Mote
oK Template Cancel
Note Detail
Option Description
Note Local [Default setting] A Local note may be viewed and printed by all users
Visibility who have Access Notes permission in the same Location in which the

note was written. The padlock icon will be displayed as unlocked % In
some circumstances, authors may wish to share a Local Note with one
or more users who otherwise would not be able to view it. This special
circumstance can be addressed by the system administrator assigning
the applicable permission to those users. This option is discussed in the
SARS Anywhere Administrator Manual at Section 15.5, “Special
Situations”.
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Note Detail
Option Description

Private A Private note may be viewed and printed only by the author of the note.
If anyone other than the author clicks on such a note, a message will
state that viewing access on that note is restricted. If a note has been

marked as Private, the padlock icon will be displayed as locked =]
When adding a note, if the author does not see Private as a note visibility

option, the system administrator for the Location has not selected the
option.

Public A Public note may be viewed and printed by all users who have Access
Notepad permission in any one Location, regardless of the location in
which the Public note was written. Authors should use caution before
designating a note as Public. The padlock icon will be displayed as

il
unlocked &',
Location Use to select the location for which the note is being written.
Note Author Used to display the author of the note.
Information _ i
Date Used to display the date the note was written.
Created
Student ID | Used to display the student’s ID.
Student Used to display the student’s name.
Name

Note Title Use to enter a title or description of the note.
Note Use to type the actual note.

Append Use to add information to an existing note. Only the author of the note
may append to it, unless the user is a manager with higher level access
rights.

Template Use to add information using a pre-existing template. See Section 16.6
and 16.7, below.

OK Use to save the entries.

Cancel Use to exit the Notepad without saving the entries.

2. From the Note Detail screen, click Note Visibility v and select the security level desired for the note.
(You may change the option at any time.)

3. Note that the Location field will default to the user’s primary Location. If the user wishes to add notes
in a different Location and that user has been granted access rights to do so in the other Location,
click Location ¥ and select the Location for which the note is being written.

4. Click on the Title field and then type a description that summarizes the content of the note. The field
will allow up to 50 characters.

5. Click in the space provided under Note and type the note. The field will allow up to 65,000 characters
(approximately five pages per note) and an unlimited number of notes per student.

6. Click OK.
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7. To clear the Notepad for another entry in ID or Name, click Clear. Then enter a new ID or enter a
student name and click Search. Then repeat steps 1 - 6 in this section, as desired.

8. When done, exit the Notepad.

Warning

Changes cannot be made to the note after saving. However, an addendum may be written to the
note.

16.4 Append a Note

1. To append a note to an existing note, double click on the note to be appended from the Notepad.
The Note Detail screen will be displayed.

Note
Only the author of the note may append to it.

2. Click Append to display an Append Text panel. Here is an example:

MNote Visibility Location Note Information
Local ADVISING Author: James Madison Date Created: 10/24/2014
Student ID: 1111111 Student Name: SMITH, JOHN
Mote
Title

Course Selection

Note

John's goal is to earn a law degree from UCE. As a result, he came to me to reassess his course selection
for the remaining terms so that he meets the pre-requisites before transferring. In the interim, John has
been selected for an internship position with Bailey & Bailey, the prestigious law firm in the city. John's
experience at Bailey & Bailey will serve him well when applying for entrance to UCBE.

Append Text

Template Cancel

3. Click in the Append Text panel and type the appended note.

4. Click OK. The note will be appended to the original note. Here is an example of the Notepad
showing an appended Note:
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% ADVISING JADAMS 11/14/2014  Transfer Author: James Madison

Bowsne ooy 1o Corsesssion N (o i

Note Date: 10/24/2014

John's goal is to earn a law degree from UCB. As a result, he came to me to reassess his course
selection for the remaining terms so that he meets the pre-requisites before transferring. In the
interim, John has been selected for an internship position with Bailey & Bailey, the prestigious law
firm in the city. John's experience at Bailey & Bailey will serve him well when applying for entrance to
UCB.

Appended Note:

Author: JMADISON
Date: 11/20/2014

Check to ensure student has met the internship requirements.

Note
If Templates are available for use when appending a note, a Templates button will be displayed. See
Section 16.6 and 16.7 below.

16.5 Delete a Note

Generally, only the author of a note may delete that note, if the applicable permission is granted to do so.
However, managers who have the access right to “Delete Any Notes” may delete notes written by any
author.

After gaining access to the Notepad for the selected student,

1. Click on the selected note.

2. Click Delete. A confirmation message will be displayed.

3. Click OK.

4. When done, exit the Notepad.

Note
eAdvising question occurrences that are listed on the Notepad may also be deleted.

16.6 Use a Pre-Defined Template

If the system administrator has created pre-defined note templates, they may be used in lieu of writing an
entire note from scratch. If such templates exist, a Template button will be displayed on the Note Detalil
screen for a selected student after clicking Add or Append.

After gaining access to the Notepad for the selected student,

1. Click Add to display the Note Detail screen.
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2. Click Template to display a sub-menu. One of the options will be Pre-defined. Here is an example:

Pre-defined r

My Moke Templates  #

3. Click Pre-defined » to display list of standardized templates created for use department wide.

4. Click on the desired template to display the Note Template. The pre-defined wording will be placed
in the note

5. Proceed to complete or edit the note.

6. Click OK.

16.7 Create and Use Your Own Template

If the system administrator has selected the option to Allow User Templates, users may create their own
templates. If this setting has been established, a My Templates button will be displayed on the Notepad.

1. From the Notepad, click My Templates. A Notepad Templates screen will be displayed listing any
existing templates. Here is an example:

Personal Problem

Transfer to Four-Year College

Add Delete Close

2. Click Add. The following blank Note Template screen will be displayed.
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MNote Template
Description

Template

Cancel

3. Click in the Description field and type in the desired description. This description label will be
displayed on the My Note Templates list.

4. Click in the Template field and type in the text of the template. The field will hold 65,000 characters,
or the equivalent of five pages.

5. Click OK.

6. Repeat steps 2 — 5 to create other templates.

7. To use one of your own templates after gaining access to the Notepad for the selected student,
a. From the Notepad, click Add to display the Note Detail screen.
b. Click Template to display a sub-menu.
c. Click My Note Templates » to display a list of your templates.

d. Click on the desired template to display the Note Template. The pre-defined wording will be
placed in the note.

e. Proceed to complete or edit the note.

f.  Click OK.
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SECTION 17 eADVISING

[under development]
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SECTION 18 THE WAITING LIST

18.0 Overview

If the Use Public Viewer option has been selected and set up to display a waiting list in public areas,
advisors may have the option to change the waiting status of a student who has a booked appointment or
has checked in for a drop-in visit that the student may proceed to the advisor’'s room. When the advisor
initiates this action, the student’s name will flash on the waiting list and/or the student will receive a text
message, if that student has a text phone entered in the system and text is activated as a contact
method. The text option enables students to be away from the waiting room and still receive notification
when it is time to be seen.

18.1 Change Waiting Status for Booked Appointments

To notify a student with a booked appointment to proceed to the advisor’s office,

1. From MY GRID, click on the time slot containing the student’s booked appointment.

2. Click Quick Links ¥ and select Waiting Status to display the following Waiting Status screen.

Status
Default Notify Remove
0K Cancel
Waiting Status

Option - Status Description

Default Used to leave the student’s name on the Public Viewer waiting list.
Notify Use to initiate the flashing of the student’s name on the Public Viewer

waiting list indicating that the advisor is ready to see the student.

Remove Use to remove the student’s name from the Public Viewer waiting list

when the appointment or drop-in visit is over.

3. Click Notify.

4. Click OK to flash the student’'s name on the waiting list.

To remove a student from the Waiting List on the Pubic Viewer after the student has arrived,

1. From MY GRID, click on the time slot containing the student’s booked appointment.

2. Click Quick Links ¥ and select Waiting Status to display the Waiting Status screen again.
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3. Click Remove.

4. Click OK. The student’s name will be removed from the waiting list on the Public Viewer.

18.2 Change Waiting Status for Drop-in Visits

To notify a student reqgistered for a drop-in visit to proceed to the advisor’s office,

1. From the Drop-in List in the Student Waiting Mode, click on the line containing the student’s name.

2. Click Quick Links v and select Waiting Status to display the following Waiting Status screen.

Status
Default Notify

OK Cancel

Waiting Status

Option - Status Description
Default Used to leave the student’s name on the Public Viewer waiting list.
Notify Use to initiate the flashing of the student’'s name on the Public Viewer

waiting list indicating that the advisor is ready to see the student.

3. Click Notify.

4. Click OK to flash the student’s name on the waiting list. This action also will remove the student from
the Student’s Waiting screen on the Drop-in List.
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SECTION 19 STUDENT MAINTENANCE

19.0 Overview

Typically, students’ identifying information (such as ID, name, birth date, telephone numbers, and e-mail
and mailing address) is imported from the college’s host system to the SARS database so that the
student information is available when making the initial appointment. If the student information does not
already exist, the information (other than the student’s mailing address) will be stored in the SARS
database when the initial appointment is scheduled.

If it is necessary to add a student in advance of importing the data or making an initial appointment, the
Student Maintenance screen may be used to enter the student identifying information manually.

Here is an example of the screen when it is expanded to display the address fields.

- "

Student Maintenance

Enter D' or Mame to find a student
Student 1D M ame Search

1111111 |SMITH, JOHN Clear

Student Information

Bithdate Home Phone E stenzion Contact Phone Extension
|01/11/41995  |[415) 7491267 | |[510) 734-3924 |
FIM # Text Phone

| |[510] 734-3924

3 Addiess Information

Address 1234 Main Street

Address2 |
City |5an R afael State |Ca Zip Code |34901
Email |iuhn.smith@nbcc.edu

Email 2 finsmithi@google. com

Opt in Settings Language Preference

v Emai [ Phone [ Text |Eng|ish j

Additional Info | ShgrtName.-‘-‘-.ssignments| Merge D'z | Student Highary |
add | | | Delete | Close |
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Student Maintenance
Option Description

Enter ID or Name | Student ID Use to display or enter the student’s identifier.
to find a student

Name Use to display or enter the student’s name.

Search Use to search for a Student ID by using the Student Name.

Clear Use to clear the screen for another entry in ID or Name.

Student Birth Date Use to display or enter the student’s date of birth.
Information i

Home Use to display or enter the student’s permanent telephone

Phone number.

Extension Use to display or enter the extension to the permanent telephone
number.

Contact Use to display or enter the student’s preferred contact telephone

Phone number, if different from the Home Phone. The system will use
the number in this field, if it is populated.

Extension Use to display or enter the extension to the contact telephone
number.

PIN # Use to display or enter an optional PIN number to be used by the
student to log into the appointment web interface instead of
requiring a birth date.

Text Use to display or enter the student’s cell phone number if it has

Phone text messaging capabilities.

Address Address 1 Use to display or enter the first line of a student’s street address.
Information ) )

Address 2 Use to display or enter the second line of a student’s street
address (e.g., apartment number).

City Use to display or enter the city of the student’s address.

State Use to display or enter the state of the student’s address. Up to
20 characters are available to accommodate international
addresses.

Zip Code Use to display or enter the zip code of the student’s address.

E-Mail: Use to display or record the student’s primary email address.
This is the email address that is stored in the college’s database.

E-Mail 2 Use to display or record the student’s alternate email address, if
allowed. If Email 2 is present, then it is the email address used by
the system.

Opt In Settings Use to select the acceptable method(s) for contacting the student.

Any combination, or all, may be selected.

Email Use to specify that the student may be contacted via e-mail. This
option is required if SARS-MSGS will be used to send email
messages for appointment reminders or other notices.
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Student Maintenance
Option Description

Phone Use to select the option to call the student by telephone. This
option is required if SARS-CALL will be used to make automated
telephone calls for appointment reminders or other messages.

Text Use to specify that the student may be contacted via text
messaging. This option is required for students to receive text
receipts of appointment confirmations or other notices.

Language Preference Use to display or select the primary language of the student for
use with SARS-TRAK.

Additional Info Use to access the Additional Information screen.

Short Name Assignments Use to access a screen on which the student may be assigned to

a specific advisor.

Merge ID’s Use to merge appointment history for a student who has been
assigned more than one identifier, or to merge appointment
history while keeping two valid ID’s for a student.

Student History Use to access the Student History screen.

Add Use to make fields available to enter new data.

OK Use to save entries and exit the screen.

Cancel Use to exit the screen without saving.

Delete Use to remove a student from the system. This option is available

only if the student has no appointment history, no alerts, no notes,
and no drop-ins in the system.

19.1 Methods for Gaining Access to Student Maintenance

1. Loginto SARS Anywhere.

2. Click the Student Maintenance Tab, if it has been configured for easy access,
-or-
Click Quick Links ¥ and select Student Maintenance.

3. Select one of the options below to enter the student’s identifier.

a. Type the student’s identifier in Student ID (e.g., Student ID, Banner ID, Colleague ID, PeopleSoft
ID).

Note

If the student’s ID format is different from that provided in the ID field, click the Student ID label to
display a menu of available ID formats and select the desired format (e.g., a pre-assigned Guest
ID). Then type the student’s identifier.
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b. If the student’s identifier is not known, type the student’s hame or a portion thereof in Name and
click Search. If matches are not found in the database, a notification message will be displayed.
If only one match is found in the SARS database, the student’s identifying information will be
displayed. If more than one match is found, a list of all students with that name will appear on a
Search Results screen. From the Search Results screen,

i) Click the selected name.
i) Click OK.

c. If the individual does not have an identifier,

i) Click the pencil icon #" to automatically change the ID field to the Guest ID format and to
generate a temporary identifier with SG as the leading characters. The action will enable the

Student Name field.

i) Click the First Name field and type in the individual’s first name.

iii) Repeat for the individual's middle name, last name, and suffix and preferred name, if any, in
the relevant fields.

19.2 Add a New Student

Typically, students’ identifying information (such as ID, name, birth date, telephone numbers, and e-malil
and mailing address) is imported from the college’s host system to the SARS database so that the
student information is available when making the initial appointment. If the student information does not
already exist, the information (other than the student’s mailing address) will be stored in the SARS
database when the initial appointment is scheduled.

If it is necessary to add a student in advance of importing the data or making an initial appointment, the
Student Maintenance screen may be used to enter the student identifying information manually.

1.

2.

From the Student Maintenance screen, click Add.

Click the Student Information field and enter the student’s Birthdate, Home Phone (and extension),
and Contact Phone number (and extension), PIN # (if desired), and Text Phone number (if available).

Click the icon adjacent to Address Information to expand the screen and then enter the student’s
street address, city, state, zip code, and e-mail address(es).

Note
The State field allows up to 20 characters to accommodate international addresses.

In the Opt In Settings panel, click Email, Phone, and/or Text to specify the acceptable methods of
contacting the student. Any combination, or none, may be selected.

Note

Call is required if the college will be using SARS-CALL to send out appointment confirmations or
notices. Email is required if the college will be using SARS-MSGS to send email messages to
students. Text will be available to send text messages to students, if the college has a license for that

option.

Click Language Preference v and then select the student’s primary language. This option is used
in conjunction with SARS-TRAK.
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6. If the Additional Info button is enabled, you may click Additional Info to display the list of questions
to be used for providing more detailed information about the student. If the user has been given
permission to record a response to one or more questions, enter a date, list, text, or yes/no response
as appropriate. Then click Save. (Also see “Additional Information” at Section 9.)

7. To assign the student to a specific advisor, click Short Name Assignments to display a Short Name
Assignments screen. Here is an example:

Short Marme Assignments

Flease select all locations and specify the appropriate short name assignment,

Location | Shart M arme
ADVISING | v

BUCHANAMN
JEFFERSHM
LINCOLN
MADISON
MONROE
PIERCE
POLE. ~

Save Cloze

a. Click the checkbox in the Location panel applicable to this student.

b. Click on the space in the Short Name column to display a drop-down list of advisors. Select the
individual name to which the student is assigned.

c. Click Save.

8. When done, exit the screen.

19.3 Modify Data about a Student, Including Changing an Identifier
After gaining access to the Student Maintenance screen for the selected student,

1. Correct any incorrect information, as needed. Then click Save.

Note
Information changed using the Student Maintenance screen will be reflected on all appointments and
drop-ins.

2. When done, exit the screen.

19.4 Merge Student Identifiers and Associated Student History

If a student has multiple IDs in the database that are not linked together, merge the appointment histories
and/or student identifiers.

A student may have two or more names or identifiers in the database for various reasons, such as:

e If a scheduler incorrectly entered the ID and name when making an appointment or adding the
student to the drop-in list.
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e If the student was initially assigned a temporary ID and subsequently had a college ID entered

into the database.

e If a scheduler entered another, but also valid, ID for a student (e.g. a Student ID and a Banner

D).

e If the data came from a host computer into SARS Anywhere and the student’s separate ID’s are

not joined together.

In such cases, appointment history for a student may be stored separately under the IDs that were used
when the scheduling action took place. Two options are available for correcting this problem. They are:

e Merge ID’s and eliminate the invalid name or ID. This will store all student history and activity

under a single, valid ID.

e Merge ID’s but keep both ID’s. This will merge all existing appointment history for a single

student having two IDs without eliminating the other valid ID. All student history and activity will
be accessible under either of the IDs.

To facilitate identification of a student who has two or more IDs, generate the “Duplicate ID Report.” (See
“Duplicate ID Report” in the SARS Anywhere Reports Manual at Section 1.7.)

After gaining access to the Student Maintenance screen for the selected student,

1.

2.

Click Merge ID’s to display the Student ID Merge screen. Here is an example:

Student ID herge

Current Student Other Student
Student 1D Guest [0 Search
Airin [ KeepbothiDs [5G 000051 Cleat
Student Mame A Student M ame
SMITH. JOHN [SMITH. JOHN

Other Student data will be incorporated into Current
Merge D' Student. Other Student will then be deleted. Llose

In the fields in the Current Student panel, the Student ID and Student Name that you just entered on
the Student Maintenance screen will be displayed. Note that a Keep both IDs checkbox is displayed.

In the Other Student panel, click the ID field and type the other ID that is associated with the student.
Upon typing the last digit of the identifier, the name associated with that ID will be displayed in the
Student Name field.

Note

If the student’s ID format is different from that provided in the Other Student panel, click the Student
ID label to display a menu of available ID formats and select the desired format (e.g., a pre-assigned
Guest ID). Then type the student’s identifier.

To transfer all appointment activity and student data from the Other Student ID to the Current Student
ID and to delete the Other Student identifier, leave the Keep both IDs option unchecked and ensure
that the arrow is pointing toward the Current Student panel («). If the arrow is not pointing to the left,
click on the arrow button. This action will toggle it to point to the left-hand side.
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_Or_

To transfer all appointment activity and student data from the Current Student ID to the Other Student
ID and to delete the Current Student identifier, leave the Keep both IDs option unchecked and
ensure that the arrow is pointing toward the Other Student panel (—). If the arrow is not pointing to
the right, click on the arrow button. This action will toggle it to point to the right-hand side.

-Or-

To merge all appointment activity and student data under both identifiers leaving both ID’s intact, click
the Keep both IDs checkbox. It does not matter which way the arrow is pointing.

5. Click Merge ID’s. A confirmation message will be displayed.

6. Click Yes.

The appointment histories will be merged, the invalid name and ID will be eliminated (if applicable), and
you will be returned to the Student Maintenance screen.

19.5 Delete a Student

A student may be deleted only if no appointment history, including drop-in visits, exists for that student.
1. From the Student Maintenance screen, click the selected name.

2. Click Delete. A confirmation message will be displayed.

3. Click Yes to confirm the deletion.

4. When done, exit the screen.

19.6 Assign Students to a Special Population Group

Some departments may deal with special population groups, such as TRIO. The Student Maintenance
screen is useful for assigning all the students to the special population group one at a time if the
information cannot be imported from some external source. The Additional Information option on the
Student Maintenance screen is used for this purpose. Additional Information that is manually entered
must be manually maintained.

1. From the Student Maintenance screen, enter the ID of the selected student in the ID field.

2. Click Additional Information.

3. Navigate to the relevant Special Population group category and click to change the answer to Yes.
4. Click Save.

5. Click Clear to make the student information fields available for another entry.

6. Repeat steps 1 - 5 for other entries.

7. When done, click Close.
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APPENDIX A — HELP FILE

Note
In order to view the Help File, your pop-up blocker must be disabled for the SARS Anywhere website.
For instructions on disabling your pop-up blocker, see your web browser help file.

The Help feature is a convenient and quick way to obtain more information about SARS Anywhere topics.
There are four ways to use the Help feature: Contents, Index, Search, and Glossary.

1. To access the Help file from SARS Anywhere, click the Help icon from the toolbar.

All > ADVISING > Monday, January 05, 2015 Quick Links

»Contents

2. Click the Contents tab to display books representing a table of contents.
3. Click on the book containing the topic of your choice. Other books may appear.
4. Continue to click on the desired book(s) until a list of topics is displayed.

5. Click on the desired topic to display the information in the right-hand pane.

6. Click the X at the upper right of the screen to exit.

»Index

2. Click the Index tab to display an alphabetized comprehensive list of topics.

3. Scroll to find the topic or type the first few letters of the topic for which you are seeking information.
4. Click on the selected topic.

5. Click the X at the upper right of the screen to exit.

»Search

1. Click the Search tab.

2. Type the word for which you are seeking information.

3. Click Go. Alist of all topics containing that word will be displayed.

4. Click on the selected topic.
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5. Click the X in the upper right-hand corner to exit.

»Glossary
1. Click the Glossary tab.
2. Click the desired word to display its definition in the lower-pane.

3. Click the X in the upper right-hand corner to exit.
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APPENDIX B — DATE PICKER

To select a date or date range in SARS Anywhere,
1. Click on the Flyout menu to display a calendar selection screen.

Here is an example for a single advisor using MY GRID.

John Adams > ADVISING > Monday, January 5, 2015

Location
ADVISING -

Date

Jan W 2015 W

Su Mo Tu We Th Fr Sa

5 6 7 8 9
12 13 14 15 16
19 20 21 22 23
26 27 28 29 30

Here is an example for a single advisor from THE GRID for the purpose of viewing multiple dates.

Location
ADVISING -

Date

ROl |an w2015 vl

Su Mo Tu We Th Fr Sa

5 7 & 8
12| 13 14 15| is
19 20| 21| 22 |2
26 27 28 29 30

Today
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Here is an example for a user with access to view the schedules for multiple advisors.

Location
ADVISING

Date

[ 1 Jan v[z015  v| J

Su Mo Tu We Th

12 13 14 15
19| 20 21 22
26 2r 28 29

Fr Sa

16
23
30

All = ADVISING > Monday, January 05, 2015

Short Name
ALL

Specialty
ALL

2. If Today is showing, click Today to go to “today”. THE GRID, MY GRID and the Drop-in Screen will

display today’s date.

3. To navigate to any other date that is displayed on the calendar, click on that date to insert it.

4. To navigate to the previous month, click the Left Arrow < and click on the desired date.

5. To navigate to the next month, click the Right Arrow » and click on the desired date.

6. To find a date for a selected month and/or year,

a. Click Year v to display a list of years, and select the desired year.

b. Click Month ¥ to display a list of the months of the year, and select the desired month.

c. Then click the desired date.
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Quick Day Change

USE t0 ChanNge ONE OF MOTE CEIIS ...oeeiee it e e e e e e e e e s e e e e e e e e sannnrrneeeeeees 13.1
Quick Links Menu
from a booked appointment on THE GRID OF MY GRID ........ccoiiiiiiiiiiiieiiee et 5.1.1
from a selected column 0N THE GRID ......oooiiiiiiiiiie e 5.1.2
from any unbooked time Slot in SARS ANYWNEIE ..........oiiiiiiiii e 5.1.3
L)Y Y1 P PPRRR 5.0
PEIFOIM ACTIONS USING. ..ccttteteeiitiiee ittt ettt ettt ettt skttt e s bb et e e s bbbt e e sabbe e e e sabbe e e e sabn e e e e aabbe e e e anreee s 5.1
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Reasons (change)
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OVBIVIBW ...ttt e e ettt et oo oottt a2 e e e 4 et ettt et e e e e e o n R be e e e e ae e e o e mn e beee e e e e e e e nsbebeeeaaeeeaannbbeeeeeaeeeaannnrnnes 6.13,7.4
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Recurring Meetings
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SNAPSNOL REPOI ... . 3.2.2
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change iNfOrMAatioN @DOUL ............eiiiiiiiie ettt e e e e e e b e e 6.13
change the maximum number of students allowed in a group appointment .............cceeevvieeeeiiineeens 6.2.2
copy a group appointment to another tiMe SIOt ........oc.uuiii i 6.9
copy a student from a group appPoOINtMENT ..........ccovviiiiiiiii e 6.8.1
extend and un-extend group apPOINIMENT..........cvvviiiiiiiiiiiiecceeeeeee et e e 6.5
make recurring apPOINTMENTS .......ccooiiii i 6.15
move a group appointment to another tiMe SIOT ..........ooo i 6.7
move a student from a group apPPOINTMENT ..........uiiiiiie e e e e e e aeees 6.6.2
OVEIVIEW OF TN ROSTEN ..ottt s e s e e s e e 6.2
schedule apPOINTMENT OVEIVIEW .....couuiiiiiiiiiie ittt e sttt e et e e e st e e e ssbe e e e anbeeeeenees 6.3
search for an available appoiNtMENT SIOL........cooiiiiiiii e 6.4
A=V T To I T | SRS RUPTPP 6.2.1
S
SARS-CHAT
o] o= To [or= TS A= W 41T TCT= Vo[- 14.1.4
CRAE WITN USEI ...ttt e s e s b e s r e et e nare e s ann e e nnneennee e 14.1.3
(olo] 1[0 U1 = P P T PP P PP PTPPPP P 4.3
establish availability t0 ChaL ...........ooiiiiii e 14.1.1
OVBIVIBW ..ottt e ettt et e oo oottt et e e e e e o a bttt e e e e e e e e e anbe et e e eeeeeanbebe e e e e e e e e e nsbtbeeeeeeeeeannbbeaeeeeeeeaannrrneeaaeeean 14.0
TESPONA 10 @ MESSAGE ....eteeeeittiee ettt ettt e e ettt e e e e bt e e e s bt e e e st be e e e e aa b et e e e asbe e e e e b be e e e abbe e e e abbeeeeannreeeeannee 14.1.5
SEINA B IMESSATE ... ceeieteeeeitttee e ettt e e ekttt e e st bt e e sttt e e e aabe e e e e aa b et e e e aa ket e e e aabe e e e e aabe e e e e aabe e e e e aabe e e e s anbeeeeaanbeeeeaa 14.1.2

Schedules - advisors (see Master Schedules)
Schedules (change)

change all or part of a column to the same schedule COde ........covvvvvvviiiiiiiiiiie e, 13.2
lock or unlock a column (clear an adviSor's day) ........cccooeeiieii s 13.4
OVEIVIBW .ottt ettt ettt e oo oottt e oo e o4ttt e e et e e 444 oa MR bt ettt ee e e 4R bebe e e e e e e e e 1an bbb be e e e e e e e e aRn b bbbt e e e e e e e nnbrnneaeeeean 13.0
reset a column to the Master SCheAUIE ............oooi i 13.3
use Quick Day Change to change one or more CellS .........coooiiiiiiiiiiiiii e 131

Scheduling Functions
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change information about an aPPOINTMENT ..........eiiiiiiiiie e 6.13
change the maximum number of students allowed in a group appointmMent .............ccceeevviieeeiiineeenns 6.2.2
copy a group appointment to anOther tIME SIOT .........c.uvii i 6.9
copy a student t0 aNOthEr TIME SIOL.........coiuiiiiiii e 6.8
copy from @ group aPPOINTMENT ......coiuiiii it e et e e e e e s e anbeeeeenees 6.8.2
copy from an individual @PPOINIMENT ..........uiiiiiiiiie et e e e e e sbreeeeaaes 6.8.1
extend and un-extend an apPPOINTMENT .........civiiiiiiiiiieeeeee ettt ettt et e e e e e e e e e e e aaaeees 6.5
make recurring apPOINTMENTS ......ccooieii i 6.15
move a group appointment to another time SIOt ... 6.7
move a student from a booked appoiNtMENT ... 6.6
move from a group apPOINIMENT.........cco i 6.6.2
move from an individual apPoINtMENT ... 6.6.1
L0 Y1 Y1 SRR 6.0
L0 1] (T 0LV = T V=S 6.2
Schedule an aPPOINTMENT.........oiii ettt e et e e e bt e e e e bb e e e annbe e e e aneees 6.3
search for an available appoiNtMENT SIOL.........ooiiiiiiii e 6.4
send a student to the DIOP-IN SCIEEN........cuuii ittt et e b e e 6.10
send a text message to a student with a booked appointMment..........ccccooviiiiiiiiiie i 6.12
send email to a student with a booked appOINIMENT ..........ooiiiiiiiii e 6.11
set the actual start and stop times for individual booked appointments...........cccccoiiiiiiiiiieiniiiiineen, 6.13.2
Student APPOINIMENT SCIEEN OVEIVIEW .......uueiiiieieiiiiitiiit e e e e ettt et e e e e e e rab e s e e e e e e s s e anbbeeeeaaeesaasbraeeeeaesaaann 6.1
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Student Contacts (see Contacts)
Student Drop-in Appointment Screen (also see Drop-ins)
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Student Drop-in Screen (see Drop-in Screen)
Student History
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Student Maintenance
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gain access to StUAENt MAINTENANCE .......ocuuiii ittt ettt e e e et e e e s nbe e e e ennees 19.1
merge student identifiers and associated student NiStOrY............cooviiiiiiiiii e 19.4
modify data about a student, including changing an identifier.............cccoiiii i 19.3
(o)< YT PSPPSR 19.0
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(o7 ] 0 ) VA= T (=11 0] ] = L (= 3SR 154
Lo [CI =) (= TR (=1 g o] = SR 15.6
LESTST =T A= W (=11 0] o] F= L (= PR 155
Templates (Notepad)
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Web Interface (see eSARS Web Interface)
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