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Bengal Success Portal [BSP] — Training Guide for Staff & Faculty

Bengal Success Portal [BSP] gives you a convenient way to keep track of your students —
raising flags when you observe a pattern of behavior that concerns you, ensuring that the
people on campus who can intervene are aware. It also allows your students to easily book an
appointment with you or someone else who can help.

Getting started is easy. BSP will automatically display all students that you have been assigned
or are enrolled in your courses.

> Section 1: How to share and sync your Office 365 Calendar with Bengal Success

Portal (BSP)?

> Section 2. Setting up your Profile

> Section 3. Setting up yvour Office Hours

> Section 4: Creating a new student appointment

> Section 5: How to Modify Scheduling Details for an Existing Appointment?

> Section 6: Documenting Student Interactions - Documenting Notes - Post Meeting

> Section 7: Important Definitions
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Section 1: How to share and sync your Office 365 Calendar with Bengal Success Portal

(BSP)?

1. Go to your calendar page in Outlook

2. Select Share Calendar

File Home Send / Receive Folder View Help Acrobat
[:| - F— — A Browse Groups Search People
dF |[HEEHE B | +| O
4 ™ <] [=] =] [ e
MNew MNew MNew MNew Teams Today Mext Day | Work Week Month Schedule Add Share
Appointment Meeting lterns ~ Meeting 7 Days Week View Calendar 4 Calendar ~
Groups Find

MNew Teams Meeting GoTo ] Arrange ] Manage{Calendars

» Select Calendar. You will see the Calendar Properties window.
> Select Add

Calendar Properties >

General Autofrchive Permissions  Synchronization

Currently sharing with:

Mame Permission Level

My Organization Can view when I'm busy

Permissions

Changes you make to these permissions will apply to all users in
your organization.

ONone

@ Can view when I'm busy

o Can view titles and locations
() Can view all details

) Can edit

I oK I | Cancel Apply



mailto:starfish@buffalostate.edu

Q BUFFALO STATE} believe. inspire. achieve.

The Stase Universiry of New York
3. After you click Add, you will want to search for the Starfish email address as illustrated below.

A0 Users X

starfish G

=)

N
[Sealch: ®Nameonly () More columns JAddress Book

Offline Global Address List - HUDSONRI@I ~ | Advanced Find

| Name Title Business Phone Lozation Department Email Address

Add StarFish

OK Cancel

4. Go back to your Calendar Properties window and under the Permissions tab select Starfish. Under
Permissions select, can view all details, and hit OK.

Calendar Properties X

General Autnnr(hwe Synchronization
Currently sharing with:
e PR Congratulations! You have now shared your Outlook
My Organizatin _Can view when Imbusy 365 Calendar with Starfish [Bengal Success Portal,

Can view all details BSP]'

Now you are ready to Sync calendar items between
| i your external calendar to your Bengal Success Portal

Permissions Calendar @

OCan view when I'm busy

OCan view titles and locations

[ (®) Can view all details ]
() Can edit
ODa\agate

Cancel Apply
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Now you are ready to Sync calendar items between your external calendar to your Bengal Success
Portal calendar.

1. Log in to your Bengal Success Portal [BSP] using your campus network credentials.

= Bengal Success Portal

> Click on the hamburger icon
» Click on the down arrow to the right of your name and select Appointment Preferences

Robert Hudson J&—'

Edit Profile

[ Appointment Preferences ]

Notifications

Logout

Calendar Sync

Sync calendar items between your external calendar to your Bengal Success Portal calendar

Bengal Success Portal Calendar Sync

Select options to sync from your Bengal Success Portal Calendar to your External Calendar

Email me calendar attachments for every:

Appointment change

Change to my Office Hours and Group Sessions

External Calendar Sync

Sync busy times from your External Calendar to your Bengal Success Portal Calendar

Outlook Calendar Sync
A Important: You must share your calendar with starfish@buffalostate.edu
Click here for further instructions.

Allow Bengal Success Portal to read busy times from my Outlook Calendar

Google Calendar Sync

e et et st et bl e el e e e Al s s

CLEAR CHANGES SAVE CHANGES
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Section 2. Setting up your Profile

» Setup your Profile — you are encouraged to complete as much as possible as students
will see this information.

= Bengal Success Portal

» Click on the hamburger icon
> Click on the down arrow to the right of your name and select Edit Profile

Robert Hudson

Edit Profile ]

Appointment Preferences

Notifications

Logout

1. Add a photo of yourself

Edit Profile

Upload Profile Photo

Ve accepd DG peg. pog Ties

S

Robert Hudson

Username Institution Email
HUDSONRJ hudsonrj@buffalostate.edu
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Profile Settings

Control your login page and shared links

Preferred Login Page

[ Students -> My Students -J
g -_—

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

Link to schedule an appointment with me

dule
Copy URL to clipboard

1

—---_.~

https://buffalostate.starfishsolutions.com/starfish-ops/dl/instructor/serviceCatalog.htmi?bookmark=connection/48316/sche

1. By clicking on the down
arrow, you can change your
preferred login page. Your
preferred login page is the
page your first see when you
S login to your BSP.

-
-—--- -—1

2. Share your appointment
& profile link with your
students and other staff

( Make URL available on my profile in the Service Catalog for other staff.
Link to view my profile = ——, A members.
2 https://buffalostate.starfishsolutions.com/starfish-ops/di/instructor/serviceCatalog.htmi?bookmark=connection/48316 -~y - —

Copy URL to clipboard

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

Contact Information

View and update contact information

Username

8 |

[ HUDSONRJ
Institution Email

6 |

[ hudsonr@buffalostate.edu

/| Send notifications to my institution email address
" Edit Notification Preferences 3

S
Alternate Email O

| |

Send notifications to my alternate email address
Edit Notification Preferences

( Phone \

[ B (716) 878-5523 1
Cell Phone
[ )
Video Phone
. L

Time Zone

‘ (GMT-05:00) Eastern Time

Time zone not listed?

P Display all time zones

3. Click the Edit Notification Preferences link to
customize your email notifications. You will receive
emails about your BSP activity, such as appointment
reminders and tracking item updates, depending on
your settings and your preferences. [See diagrams A,
B, and C.

Preferences

Set preferences for text and email notifications.

Summary Emails

Set preferences for receiving summary emails

Send me a digest of all my Appointment and Tracking ltem activity:

() Don't send me summary emails

Select either the Daily or

. l Weekly summary option to
receive one email at the

frequency specified with all

relevant activity since the

previous summary.

a ] Specify the time of day

(for daily) or day of week

and time of day (weekly).

I 2:00 am

(@) Daily at

9:00 am ﬁ]

() Weekly at

[ Monday
n
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Appointments -

Customize appointment notification preferences

Planning Reminders

Choose how you want to receive reminders about your appointments

f Don't send me planning reminders \

(@) Send me a notification individually for each appointment

Send at
[(s00am | [mesmor - | Chogse how_ you \_Nant to
receive email reminders
) Send me a digest of all appointments about your appc)lntments

Alert Reminders
Specify whether you want an alert just before the appointment starts
Notify me before the start

\_ [ @ )

Tracking ltems -

Customize tracking item notification preferences

Tracking Item Updates
These may be emails and/or texts based on your institution’s settings and permissions to the items displayed below.

Send me an immediate notification for every:

New item raised Combine a daily summary (typically first thing in

D ltem cleared the morning to ensure it is inclusive of any
system-raised flags that were processed

Item assigned to me overnight) with an immediate email when an item
is assigned to you.

Show list of Tracking Items | may receive - 1

1

I
|
1
d Indicates an emergency item; you will be notified immediately regardiess of your notification preferences.
4
Tracking Item (@)

M General Concern (Internal Only) -
FLAG: ACADEMIC
Use this flag to express any concems you have about a student. Email notice will be sent to advisers (not students)
M General Concern (To Student) -
FLAG: ACADEMIC
Use this flag to express any concerns you have about a student Email will be sent to the student with your comments

@ ™ In Danger of Failing -

FLAG: ACADEMIC
Raise this when a student is in danger of failing a course. An email will be sent to advisers, the student will not receive an email
message.

@ ™ Never Attended [3 v
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Please review the Bengal Success Portal [BSP]
Tracking Guide for additional information

Important Note on Flag Types: In an effort to reduce redundancy and to
increase efficiency, the Bengal Success Portal [BSP] Team asks that you
please not create [or raise] multiple flag types for a student with the same
concern. For instance, if you raise the Missing/Late Assignments flag
with a detailed comment of the situation, it is not necessary to also raise
the General Concern (To Student) flag with the exact same comment.
Raising multiple flag types with the same concern and comment may lead
to confusion for the student and those who are a part of the student’s
Success Network.

About

Customize your Biography and General Overview M Bio ra h : Te” students about
it fom iy ‘°S‘"°e"‘5\ your educational background, areas
to help them identify your services . .

My BiographyTell students about your educational background, areas of research, or other information of research, or other information

about your expertise

about your expertise.

General Overview: Tell students
what help you offer during office
General OverviewTell students what help you offer during office hours and/or directions to your office. hou rs a nd/or directions tO you r
office.

|

Some of your information is automatically populated by your institution and cannot be edited in Bengal Success Portal

CLEAR CHANGES SAVE CHANGES



https://academicsuccess.buffalostate.edu/sites/academicsuccess.buffalostate.edu/files/uploads/Academic%20Advising/PDF%20Files/BSP%20Tracking%20Guide%20051321.pdf
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Appointment Preferences - Customize your appointment default settings, add locations, and

designate calendar managers.

Office Hour Defaults

Customize appointment scheduling settings.

Minimum Appointment Length

15 minutes v 1

Scheduling Deadline

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

,/"\, "
) No Deadline

. The day before the office hours at:

4:00 pm v

) The day of the office hours at: | 2

9:00 am &)

) Hour(s) before the office hours:
1

S

1. Set your Minimum Appointment Length.

2. Select your Scheduling Deadline. If this is set
to ‘None,” a student may schedule an
appointment with you up to the moment of the
meeting. We highly suggest you limit the
ability to make an appointment within 24
hours, but this is a personal choice.

3 4_:Lyv_an_t my schedule deadline to be flexible and allow drop-ins after deadline has passed.

3. You can check the box to “Allow
drop-ins after deadline has
passed” to place a note in your
calendar letting students know that
they cannot schedule, but can walk in
- to your office. Think about how this

=~ =] will affect your day before
checking this box!




)

BUFFALO STME} believe. inspire. achieve,

The Stase Universiry of New York

10

Calendar Sync

Sync calendar items between your external calendar to your Bengal Success Portal calendar

Bengal Success Portal Calendar Sync

Select options to sync from your Bengal Success Portal Calendar to your External Calendar

1 Email me calendar attachments for every: )
{ZI Appointment change
@ Change to my Office Hours and Group Sessions )

Gxternal Calendar Sync

Sync busy times from your External Calendar to your Bengal Success Portal Calendar

Outlook Calendar Sync
A Important: You must share your calendar with starfish@buffalostate.edu
Click here for further instructions.

K @ Allow Bengal Success Portal to read busy times from my Outlook Calendarj

~N

Google Calendar Sync
A Important: You must share your private calendar link below with Bengal Success Portal.
Click here for further instructions.

D Allow Bengal Success Portal to read busy times from my Google Calendar

Paste Google Calendar Link

Calendar Attachments (Recommended): Option to
receive emails with calendar attachments for every
change to an appointment and change to office
hours/group sessions.

1 Opting to receive emails with calendar attachments for
every change to an appointment and change to office
hours/group sessions will guarantee that your Outlook
calendar is in sync with your BSP calendar.
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Customize your appointment locations.

Name Type
S
Drop-in Office :
Click on the
three dots to
_ ) Edit or Delete.
Online Online :
Instructions
EMAIL communication only. Schedule your appt. and | will email you during your scheduled appt. time.
Phone Phone :
—

Instructions

When scheduling a phone appointment, please remember to leave me your phone number. Thanks!

Calendar Management

In the My Locations sections, enter all possible

My Locat|0ns meeting locations, including physical offices, phone

numbers, chat services, or anywhere else. When you
build your calendar availability, you will select which or

all of these locations apply.

© Add Location e e e e
< -

In the Calendar Managers section, you can
designate other users who can see and edit your

BSP calendar.

Customize and view people who manage your calendar.

@)]Add Calendar Manager
< ——----~~\
e

-~
n——____-_

1. Click the plus (+) sign and begin typing a
user's name. Search results will begin to populate.

2. Select a user from the search results and click

Add.

s
3. Repeat this process to add more calendar

managers.

A e

1. Click the Add Location plus (+) sign.

2. Select the type of location, the name, and
enter any relevant instructions. Students will see
this information when scheduling.

3. Click Save.

4. Repeat this process to add any additional
possible meeting locations.
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Section 3. Setting up your Office Hours

There are two ways to add office hours as described below:

1. Office Hours Set-up Wizard
o Works best if you have the same office hours each week.

2. Individual Office Hour Set-up
o Works best if you don’t have the same office hours each day.

= Bengal Success Portal

» Click on the hamburger icon
> Click on the down arrow to the right of your name and select Appointment Preferences

1. Click on Appointments Preferences and scroll down until you see My Locations. IMPORTANT: Do this first
before creating your office hours. Add all possible meeting locations, including physical offices, phone numbers,
chat services, or anywhere else you might want to meet with students. When you build your calendar
availability/add Office Hours, you will select which of these locations apply to each set of hours.

2. Click the plus (+) sign to add your office
location. FYI: you can have more than one office
location listed in this area.

My Locations

Customize your appointment locations.

f[ @ Add Location
I

Name Type

Robert Hudson D

Edit Profile

wee

1 ]
Appointment Preferences Drop-in Office

Notifications .
Online 3

Online

Instructions
EMAIL communication only. Schedule your appt. and | will email you during your scheduled appt. time.

Logout

Phone

Phone

Instructions
When scheduling a phone appointment, please remember to leave me your phone number. Thanks!

I_I 3. Click on the three dots to edit or delete

I
Add Location | 2 |” existing location (s).

*Location Type

Select a Location Type -

*Location Name{ Provide a Location Name

Provide A
instructions to v

sudanta far th

ADD LOCATION

Instructions 100 characters max




BUFFALO STATE 1 beliove incoire. achieve. 13

%3 The Stane Universiny of New York

| 1. Click on Appointments. | | 2. Click on Office Hours. |

G}_, Office Hours E;‘,Appointment % Group Session %E\fent Z'E, Reserve Time || # Scheduling Wizard a

Robert Hudson

2
#  Home
Agenda Day Week
1 [3  Appointments A
Agenda Monday, September 27 Tuesday, September 28 Wednesday, September 29
View Day
3. Create/add your Office Hours. Students can only schedule an appointment at times you

View Week

indicate are available. There are three ways you can add office hours: (1) use the Office
Hours Setup Wizard for quick initial setup, (2) use the Add Office Hours button to add
additional blocks at any time, or (3) use the Scheduling Wizard to setup multiple office hour
blocks that don’t follow a consistent recurrence.

| Add Office Hours| 3. Create/add your Office Hours.  |never Mind -l

* Title Office Hours| % ~

TR AR

* What day(s)? Weekly Repeats every 1 week(s)
Repeaton: [ [Mon [ |Tue [ JWed [ |Thu [JFri [ Sat [ ] Sun
* What time? Enter Start Time to | Enter End Time

* Where? Note: You may select more than one location to give students a choice.

) [] Drop-in
[] Online See the Create/add your Office

EMAIL communication only. Schedule your appt. and [ will email you during your HOU rs details on the very next page
scheduled appt. time. ’

[] Phone [Page 14]
When scheduling a phone appointment, please remember fo leave me your
phone number. Thanks!

* Office hours Type @ | Scheduled And Walk-Ins

Take either scheduled appointments or walk-ins

#* How long? 15 minutes minimum appointment length

15 minutes maximum appeointment length

#* Appointment Types Select the types of meetings you will have in these office hours.
[] advising [1 First Semester Registration
[ Probation and academic recovery appointment | Tutoring-VWriting Center

Instructions Start/End Date
LY

These will be sent to anyone who makes an appointment.
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4. Scheduling Wizard. The Scheduling Wizard makes it easy for advisors and instructors to schedule multiple

office hours blocks for multiple days in a single week. This is useful for setting up your calendar for advising
rush periods and other times when you book several blocks of time for seeing students.

Scheduling Wizard
~
The Scheduling Wizard makes it easy for advi and i to multiple office hours blocks for multiple days in a single week. This
is useful for sefting up your calendar for advising rush periods and other times when you book several blocks of ime for seeing students.
To get started, specify the fitle, location, and other settings for the office hours blocks you are sefting up
Continue to step 2 in the wizard to setup the days and times for the week’s office hours.
Enter the infermation that should be applied to the office hours blocks. Mote that all blocks created in step 2 of this wizard will use the information
you specify here.
* Title [ Advising Hours ]
* Where? Noie: You may select more than one location to give students a choice.
{ [ ] Drop-in
["] Online
EMAIL communication only. Schedule your appt. and | will email you during your scheduled appt. time.
\.YLPhone

When scheduling & phone appointment, please remember to leave me your phone number. Thanks!
* How long? 15 minutes minimum appointment length

15 minutes maximum appeintment length
# Appointment Types  Select the types of appointments that can be made in these office hours.

Note: You can select mulfiple nen-recurring appoiniment types but only

one recurming appoeintment type.

Advising [ First Semester Registration v

["] Probation and ic recovery appoi [7] Tutoring-Writing Center

—
,,'
,/

Scheduling Wizard II -

Enter the start and end fime for all office hours blocks for the selected week. V4
s
s Oclober 4- October 8, 2021 ¢ >
Monday, Oclober 04 Tuesday, October 05 Wednesday, Ociober 08 Thursday, October 07 Friday, Ociober 08
Start Time || End Time Starf Time End Time 10:00 am 12:00 pm Start Time || End Time Starf Time End Time
Start Time | | End Time Start Time | | End Time Start Time | | End Time Start Time || End Time Start Time | | End Time
Start Time | | End Time Start Time | | End Time Start Time | | End Time Start Time | | End Time Start Time | | End Time
©  Add Another Block ©  Add Another Block Add Another Block @  Add Another Block ©  Add Another Bloc!

= e

R — n Tr——
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Scheduling Wizard

“You have added blocks at the following times:

[. 10-06-2021 from 10:00 am to 12:00 pm ]

16

Advising Hours

@Please respond.
This meeting has been adjusted to reflect your current time zone. It was initially created in the following time zone: America/New_York.

) ) . Tentati
Starfish Calendar <ops-ore2@calendar.starfishsolutions.com> 7 Tentative v

. /' Accept v

Required Hudson, Robert)

@ Wednesday, October 6, 2021 10:00 AM-12:00 PM Q@ Phone

Hi Robert Hudson,

We're reminding that you have scheduled the following office hour block.
Title: Advising Hours

When: Wed Oct 6 10AM-12PM

Where: Phone

Instructions:

***NQOTE: Canceling this office hours block will also cancel all appointments scheduled by students during all canceled occurrences of this session.

Based on your email notifications, you may receive an email
notification of your recent created appointment. Be sure to
view your Outlook calendar and accept your created
appointment (s).

¥ Decline v

@ Propose New Time v

Sun 10/3/2021 10
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So, your Office Hours have been created. What does it look like on your BSP Calendar?

s M
26 27
1 4
10 11
7 18
24 25
31 1

Oclober 2021 ~

T W T
28 29 30
5 6 7
12 13 14
19 20 21

G Office Hours

(g Appointment | | % Group Session || 4 Event || CgReserve Tme || # Scheduling Wizard ‘

C
8
2
9 Agenda
6

Day

Week

Click the clock to Edit or Cancel a

45
9.00 am
15
30
45
10:00 am
15
30
45
11:00 am
15
30
45

Wed, 10-06-2021 4 |

block [set of time] of appointments.

Advising Hours|

@ Sign Up
© siogn Up
© sign Up
@ sign Up
@ sign Up
© sign Up
@ Sign Up
© sign Up

Your scheduled Office Hours on Wednesday,
October 6, 2021 from 10am — 12 noon.

10:00 am

18

m Meefing - Not Ayailable (10:00 am) ]

'

Some blocked scheduled time because of a

S .

@ RN meeting scheduled
45 \‘
11:00 am O sionup “
15 © sign up 1
30 © sion Up 1
45 © sign Up \

\

)

\
\\
~

&

If, after creating your Office Hours,;you have a meeting that you have to attend and the
meeting is scheduled during your scheduled Office Hour time, you can block out that time
through your Outlook calendar. The time blocked out through your Outlook calendar will
show in your BSP because Outlook and BSP are shared and synched.
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Section 4: Creating a new Student Appointment

Create a new student appointment using either of these options:

1. Add appointment from your
A. Home page or
B. Appointment page

Robert Hudson

Home

Appointments Pl

Agenda

View Day

1. Click the plus (+) sign for an existing
office hour slot using the Day or Week view of
your calendar on the Appointments page.

View Week

Q Search for Students

October 2021~

' Gy Office Hours 4 Event ‘_'"‘.,Reserveﬁme # Scheduling Wizard
S M T W T F 8§ - —
_—

6 27 28 29 30 1 2 i 5\
3 4 5 85 7 3 g Agenda Day Week' \
10 11 12 13| 14 15 16 ' ~~‘_=---* Thu, 10-14-2021 4 »
; ;: ;: ij : Z iz [0 o " If you used the Add Appointment button rather than

15 . . . . .
2123 45 ol ] selecting an existing time slot, specify when the

" g meeting will take place (date, start time, end time).
9:00 am ’
15 A, (o] Office Hours

10:00 am © sionUp
15
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2. This opens the Add Appointmenti(;rm.

Scheduling

~With

Add Appointment

#% People in

3 & Student

(@) Active terms

Start typing to search

) All terms

Never Mind m

Detailed Description

Enter a detailed description about the
appointment. This is viewable by you and the
student with whom the appointment is made.

* When

* Where

% Reason

Course

* Sharing

& Permissions:

* Required fields

10-14-2021 ==

9:30 am to [10:00 am

(@ Shared

Fleaze select a reason fo see who else can view this shared appointment.

() Private

Mever Mind l m

Preferences.

3. Begin typing the name of the desired student. BSP will find matching students with whom you have a
relationship. Select the desired student from the list.

4. Select your desired meeting location. You must have created your location (s) in your Appointment

5. Select a Reason for the meeting. The reasons available are based on the student you selected and the
appointment types that you have access to in your role/relationship with that student.

If you have selected a timeslot from a set of existing office hours, the reasons will be further limited to those
associated with the appointment types settings for the office hours. IMPORTANT NOTE: Each reason is
tied to an appointment type. Each appointment type defines which roles may view or modify an appointment
of this type, and what SpeedNotes will be available. Once you choose a reason, information about which
other roles have permission to see the appointment will be shown in the section labeled Permissions.
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6. If relevant to the meeting and permitted by your role, select a Course from the list presented.

/. Select a radio button for Sharing to either make the appointment Shared (roles listed in the Permissions
area for this student can see the appointment and its outcomes) or Private (only the person with whom the
appointment is made can see it).

8. Type a Detailed Description for the meeting that will be visible and emailed to you and the student.
Best Practice: This is optional but recommended to set expectations for the meeting.

9. 9. Click the Submit button to schedule them meeting. The appointment will appear on your calendar in
the selected date and time.

Your calendar view: [Diagram A]

Q, Search for Students

b TEnCHr el = ' (%Ofﬁce Hours E:%Appuintment %éGroupSessinn %Evenl i';ReserveTlme /' Scheduling Wizard
S M T W T F 8§
26 27 28 29 3w 1 2

Agenda Day Week .
P4 T E e Your calendar view.

10 11 12 13| 14 15 16
7 18 19 20 21 2 23 2:00 am

Thu, 10-14-2021 4 »

:
9:00 am
30 © Sign Up
s Student Last Name, First Name will show on your calendar

The appointment will also be available from your calendar's Home page on the Appointments
and Recent Changes view.

Your Home page view: [Diagram B]

Appointments | Your Home page view. | - -

Show | Next 7 days n
7

[ | Tomorrow at 1:30 pm Graduation Requirements 4
Lacation: Phone i
Tomorrow at 2:00 pm First-year advising S EITIEE I
Today 7
Next 3 days /

Mext 7 days <

Next 15 days
Mext 30 days

Student Last
Name, First Name
will show here.

ﬁ View Calendar
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Your Recent Changes view: [Diagram C]

Recent Changes . -

Event Updates

New Appointment: Tomorrow 1:30 pm

Show | New Appointments ﬂ*-----""“’ Sw m&n S M
i New Appointment:[ | Tomorrow at 1:30 pm Created Tracking ltem Fast 24 hours
- Resolved Tracking ltem FPast 3 days
@ New Appointment: |:| 10-08-2021 at 2:30 pm % |New Appointments
- . M Canceled Appointments Fast7 IEIEI}'S
New Appointment:[ [Tomorrow at 2:00 pm m Group Session Updates Past 30 days
e 1

Student Last
Name, First Name
will show here.

The appointment will also appear on the Meetings tab of the student folder for anyone that has
permission to view the appointment. If they included a detailed description, it will be listed on
the Meetings tab.
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Student First and Last Name
™ Flag =+ Referral & To-Do W Kudos ﬁgSuccess Flan ¥ Message E%Nole %Appomtmem &b File
:
Student Files
O Info
NoelLevitz pdf (uploaded by System on 09-28-2021) @
- Success Plans
= Courses Active Flags
Active Flags for courses in the active term
™ Tracking 25
: a
@ Notes Student:
~| Banner ID
I Network 15 u] annen ]
BSC Email
1 . Phone #
0.5 -
0 = § i » W w = » | | W i =

6.3ep 13.Sep 20.Sep 27.5ep 4. 0ct 1.0ct  18.0ct 25 Oct 1. Nov 8. Nov 2. Nov 22 Nov 29. Nov

@ 21FAINTRODUCTION TO SOCIOLOGY 3211 [ 21FA COLLEGE WRITING | 2012
21FA INTRODUCTION TO CRIMINAL JUSTICE 1715 [l 21FAINTRODUCTION TO AMERICAN GOVERNMENT AND POLITICS 1226
L 8 21FAINTRODUCTION TO LAW 3860 @ 21FA CAREER PLANNING IN THEORY AND PRACTICE 3759

© FERPA standards protect student data.

Student First and Last Name

™ Flag | | %) Referral | | To-Do | | Kudos i Success Plan = Message | | [EyNote E% Appointment

& Overview Date / Time Reason Scheduled By With Location
1

& Info |

B- Success Plans /’ [t Tomorrow st 1:30 pm (Upcoming) 1 Click the p|US (+) Slgn to read the
/ ) . .

® Couses g detailed description of the appointment.

(e

™ Tracking I

(2]

(2]

3 Notes I

I Network 4
4
R4
B (4 Tomorrow at 1:30 pm (Upcoming) Graduation Requirements Student First and Robert Hudson Phone
Last Name

Description: | received the email about Spring 2022 Academic Advisement and my Course recommendations and just wanted to clear up what it was for. | also wanted to talk to you about my grad
requirsments

Both the student and calendar owner will receive an email with an iCal attachment for
any future appointments. Appointments created to document prior meetings will not
send an email. If you do not receive an email, check your Email Notification settings.
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Section 5: How to Modify Scheduling Details for an Existing Appointment?

Q 1. Click on Appointments. |
Robert Hudson 2. Click on Date. |

L~
Home ,/, 3. Student pop-up card can be viewed. Hover over the Appointment icon
1 |8 Avpointments | A / associated with an appoir\tment t.o opgn the pop-up card and
/ make updates. The appointment is available from your calendar, the
Agenda II l' Appointments or Recent Changes channels on your Home page, or from the
1 1| student folder Meetings tab.
View Day ] ]
I 1
View Week | i
I |
T |
L H
= Bengal Success Porta\
< CEimiEr 2l = > C@ Office Hours E;,Appointmem 422 Group Session “FnEvent || C@Reserve Time || # Scheduling Wizard
S [ T W T F 2 ,
26 27 =28 =29 30 1 I
5 4 5 s . s S "4 Agenda DT Week
10 11 12 13 14 15’16, 1
17 18 1s | 20 ([E)eZ 2 ;Z ¥ | Student Last Name, Student First Name (1:30 pm) l B
21 1 2 3 4 5 & 42 | Student First Name Last Name
2:‘30 B Banner ID
j: @ Tomorrow at 1:20 pm
ooTor (;D iir;:c;uled. Yesterday at 6:59 pm 3
15 & Registration / Class Schedule
;1:00 AT © Outcomes & Edit © Cancel B9 View |
4. Once you hover over the calendar icon, the following pop-up card will appear:
Student Last Name, Student First Name (1:30 pm) _from the Appointments p0p Up
Student First Name Last Name Pt ~~|"card you can edit the scheduling
Sanner D // details of an upcoming
DETAILS = PERSON INFO Pid appointment and add or edit
© Tomorrow at 1:30 pm l, outcome details. You can use
© Scheduled: Yesterday at 6:59 pm I' Speed Notes to dOCU ment
@ Phone 3
© Registration / Class Schedule ,/, common outcomes. YOU can aISO
e’ | cancel an appointment from this
- menu. Clicking on view will allow
‘_ - .
© Outcomes || #* Edit || @ Cancel | |ED View ] you to Vle_W your calendar for that
. day. In this example: October 215t
el
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A. Editing an Appointment

1. Select Edit from the Appointment pop up card to bring up the Scheduling tab of the Edit
Appointment form. From here, you can edit appointment scheduling details including:

e When and Where the meeting will occur.

e The Reason associated with the meeting.
Note: This may impact who else can view the meeting, and which SpeedNotes will be
available for documenting outcomes.

e The Course associated with the appointment. (optional)

e The Sharing setting for the meeting. Select private if only you, your calendar manager
and the student should see this meeting. A shared meeting will be visible to those with a
role that has access to the appointment type and a relationship to the student. These
roles are noted in the Permissions section of the form.

E Permissions: People with the following roles may be able to see this appointment if they have a relationship with the student(s):

® Professional Staff Adviser

@® Academic Leadership @ Professional Staff Adviser

) h @® Academic Leadership

® r\-'la]Or Adviser ® Major Adviser

. N @ Professional Staff Adviser -

® Professional Staff Adviser - General General

® Peer GA

® Peer GA ® SAS Staff

. ® Technology Support

M‘ b [ @ Student Support Services
. ~~ Adviser

\\ ® Second Major Adviser
\ ® Minor Adviser
\ @ Department Chair
‘ @ Graduate Adviser
\ ® Coordinator - Special
\ Programs
\\ ® EOP Adviser

s -~ ) IMore

=>

e Detailed Description that is shared with the student and documented on the Meetings
tab of the student folder (optional but recommended).

Click the Submit button to save changes.
An updated iCalendar (iCal) attachment will be emailed to the student. The calendar owner will

also receive the updated iCal if the calendar owner’s email notifications preferences are set
to notify when changes are made to an existing appointment (recommended).
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B. Cancelling an Appointment

1. Hover over the appointment menu icon associated with an appointment to bring up the
Appointment pop up card. The Appointment pop up card is available from your calendar, the
Appointments or Recent Changes channels on your Home page, or from the student folder
Meetings tab.

You can also edit an existing appointment from this menu.
2. Select Cancel from the Appointment pop up card.

3. The Cancel Appointment form is displayed. Type a note explaining the reason for the
cancellation (optional but recommended).

Best Practice: Include an explanation for the cancellation and provide guidance on how to reschedule or
connect to other available resources.

Student First Name Last Name
Banner ID

DETAILS PERSON INFO

® Today at 1:30 pm

@ Scheduled: on 10-19-2021 at 6:59 pm
¢ Phone

@ Registration / Class Schedule

© Outcomes | | & Edit ||| € Cancel ‘ B view

~
-
[ S
‘l

Cancel Appointment 4 ,"I Student Last Name, Student First Name

Are you sure you want to cancel your 1:30 PM appointment with?

You can send this person a message explaining why you have to cancel. This message will be saved

with the appointment notes:

* Required fields Never Mind |m|
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4. Click the Submit button to cancel the appointment and send a cancellation email (and iCal

attachment) to the student.

The calendar owner will also receive the iCal for the cancellation if the calendar owner’s email
notifications preferences are set to notify when changes are made to an existing appointment

(recommended).

How To Add a Group Advising Session

Group sessions allow you to create blocks of time in which a specified number of students can

meet with you as a group.

1. Click the Add Group Session button from the Home page or Appointments page.

= Bengal Success Portal

@‘}Ofﬂce Hours

% Event

%Appoimment %Group Session 7 Scheduling Wizard

GE} Reserve Time

Add Group Session ‘m

\
* Title pup Sessio \

\
\
Date: 10-21-2021 \
SS
~

* When? Once

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

* Where? @ Drop-in

) Online

EMAIL communication only. Schedule your appt. and | will email you during your
scheduled appt. time.

O Phone
When scheduling a phone appointment, please remember to leave me your
phone number. Thanks!

* Reason

* How many students?
Enter the maximum number of students that can sign up for the session.
] Allow students to see other students who have signed up

(] Support supplemental instruction

Restrict the session fo students in the same section or course. Note that the selected reason controls
whether restriction is limited to the same course or section

Instructions Start/End Date

These will be sent to anyone who makes an appointment.

* Required fields

s | [

~

1. Click Group Session.

2. Enter a Title (name) for this
group session. Students will see
this name when they view your
calendar.

3. Select When? the group
session will occur and select
the recurrence (e.g. Repeats
every 1 week).

4. Use the What time? fields to
enter the start and end time for
the group session.

5. Select Where? meetings will
be held. To add additional
locations options, go to the
Appointments Preference
page of your profile. Only one
location can be selected for a
group session.
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]
Add Group Session m

* Title oUp SESSI0

* When? Once u Date: 10-21-2021

m
4]
w0
)
4]
—
5]
m
4]
m
]

* What time?

* Where? (O] Drop-in

) Online
EMAIL communication only. Schedule your appt. and | will email you during your
scheduled appt. time.

O Phone
When scheduling a phone appointment, please remember fo leave me your
phone number. Thanks!

-——
6 |* Reason ] Select a reason ---~~
s

* How many students? | 7 \\
\
Enter the maximum number of students that can sign up for the session. \
\
8 [ Allow students to see other students who have signed up \\\
-~y
[[] Support supplemental instruction 9

Restrict the session to students in the same section or course. Note that the selected reason controls
whether restriction is limited to the same course or section.

Instructions Start/End Date

These will be sent to anyone who makes an appointment.

* Required fields Never Mind m

~
- B
h-- =]

9. Important Note: The supplemental instruction option
is most often used with Tutoring Service Calendars. The
restriction may be either course or course section based (e.qg.
restricted to Biology 101 students, or to Biology 101, section 02
students). This depends on options your BSP Administrator set
for the appointment type associated with your group session
reason. Contact your BSP Admin to learn more about this
option.
B
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6. Select the reason
associated with this group
session. Reasons listed are
those associated with the
Appointment Types your role
has permission to add. If you
don’t find the reason you
expected, contact your BSP

administrator.
—_ )

COVID-19 outreach
Complete Withdrawal
Course Withdrawal
First-year advising
General Advising Visit
Graduation Requirements
Internship information
Major advising

Pass/Fail

Pre-registration
Registration / Class Schedule
Seek career advice
Study abroad

Tutoring
-

/. Enter how many students
(maximum) can sign up for the
session.

| B )
8. If students should be able to
see the names of other
students who have signed up
for the session, check the box
labeled “Allow students to
see other students who have
signed up”.

| B )
9. If this group session should
be limited to students in the
same course/ course section,
check the box labeled
“Support supplemental
instruction”. When this option
is checked, participants will be
limited to the course/course
section selected by the first
student who signs up.

—_ ]
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* Title o
* When? Once B2 oate: 10-21-2021

10. Use the Instructions
* What time? Enter Start Time to | Enter End Time box for information that
should be shared with

¥ Where? ©® Drop-in students who sign up.
O Online )
f;;;:;tan;r;;:x:;zn only. Schedule your appt. and | will email you during your 11 . C||Ck the Start/End
O Phone Date tab to designate a time
;1;?;6’:12 iﬂ::g:inghaasﬁsorne appointment, please remember fo leave me your frame for the group SeSSion
if it recurs (as set in step 3
+ Reason P V] above). For the End Date,
you may choose: Never, End
* How many students? of Term, on a specified date,
Enter the maximum number of students that can sign up for the session. or after a SpeCiﬁed number

of occurrences.
) ) = ]
[J Support supplemental instruction

Restrict the session to students in the same section or course. Note that the selected reason confrols 12 . C“Ck the Su b m |t button
whether restriction is limited fo the same course or section. at th e tOp or b ottom Of th e

[_] Allow students to see other students who have signed up

' form to save.
10 Instructions Start/End Date 11

These will be sent to anyone who makes an appointment.

* Required fields [m]

12
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How to Edit or Cancel a Group Session

Existing group sessions will display on your Agenda tab within the Appointments section of
BSP or as a calendar item on the Day tab for the specified date of the event.

= Bengal Success Portal

4 October 2021 +
5 M T W T F

»
s
26 27 28 20 30 1 2
s 4 5 5 7 8 g Agenda Day Week
10 11 12 13 14 15 18
17 18 19 20 21 22 23

24 26 26 27 28 29 30
31 1 2 3 4 5

CpOffice Hours | | (g Appointment | | 8§ Group Session | | gEvent || [gReserve Time || # Scheduling Wizard

(=]
Meetings on Today

) Today at 1:30 pm ;
€ Reason: Registration / Class Schedule Student Last Name, First Name
@ Fhone Phone

Email Address

%2F Today at 4:00 pm

B8 BSP Group Session Test
© Tutoring

@ Drop-in

48% 3 of 3 spots available

Search for Students

Ll October 2021 : & “
e " Q}O\‘ﬁceHours ?E,Appoimnem %Glnupﬁasmn ’%Evenl _"‘oReserve'ﬂme 7/ Scheduling Wizard

§ M T W T F

»

s
% 27 8 W Wt o2 .
34 5 6 7 8 9 A“""“w"k
0112 13 1 15 16 Thu, 10-21-2021 4 »

17 18 19 20 A 2 23 45 * BSP Group Session Test

#B%TADD | pm Group Session: 3 out of 3 spots available %% Manage Paricipants
B4 02 3 405 6 |,
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= Bengal Success Portal

Ll October 2021 =

» N
Q}Ofﬁce Hours '_'E,Appninlmem %Gmup Session
S M TWTF S
26 21 28 29 30 1 2
34 5 5 7 8 9 Agenda Day Week

/,"",Evem ;"E,Resen'e Time | # Scheduling Wizard

Q Search for Students

Thu, 10-21-2021 < »

[ BSP Group Session Test

400 pm Group Session: 3 out of 3 spots available 8% Manage Paricipants « -y
M1 203 4 8 6 |4 -~~
S~
S
45 \
)
\‘
>
\\
~

-~
~~____>

You can add or remove participants in an individual group session using the Manage

Participants link on the Day view of the group session.

1. Select Manage Participants.

2. Search for a student by typing his/her name into the Add participant field, then click the
Add Button. Repeat process for each student.

Participants

Manage Session Participants for BSP Group
Session Test 4:00 pm Today

There are 3 of 3 spots available.

Add participant:

Course:

Student Last Name, First Name
Email Address
Banner ID

Session Participanis

* Required fields

Emall ourse

There are no participants currently

e ==~
N\ '

e

=] -

Manage Session Participants for BSP Group

Session Test 4:00 pm Today

[ Participants Outcomes SpeedNotes ]

There are 2 of 3 spots available

Add participant:

Course:

Session Participants a Email

Student Last Name, First Name,
Email Address

* Reguired fields

e

Course

No Course

Tools

Never Mind m
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Manage Session Participants for BSP Group
Session Test 4:00 pm Today

Participants Outcomes SpeedNotes

There are 2 of 3 spots available

Add participant:
Course:
Session Participants « Email Course

No Course

Student Last Name, First Name, Email Address

== - b

To remove a participant, click the delete icon
(x) associated with the student’s name under«/
the Tools column

Tools
M
' gigﬁrerlen ce
’ 1
1
/

sk Reguired fields

-

-
==

-

!

-

When y;: are finished with your
participant updates, click the
Submit button (top or bottom) to
save your changes.

o ==
>
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Section 6: Documenting Student Interactions - Documenting Notes - Post Meeting

We encourage all of our faculty and staff to document their important interactions in BSP. This
helps others that are connected with this student to understand who they have been working
with and what they have been discussing as it may be an important piece of information for the
other staff/faculty members as well. This promotes information sharing and gives those working
with students more tools to help the student when needed.

» Outcomes, notes, and messages are ways in BSP that student interactions can be
documented. This can include a direct conversation or other information you want to
note in the student file.

A. Qutcomes
1. Hover over the Appointment icon associated with an appointment.

2. Select Outcomes from the Appointment pop up card to bring up the Outcomes tab of the
Edit Appointment form

Student First Name Last Name | - ) )
Banner ID In some situations, a meeting

DETAILS PERSON INFO

may start or end before or after
the scheduled time. In those

© Today at 1:30 pm cases, you can add the actual

@ Scheduled: on 10-19-2021 at 6:59 pm 1

9 Phone

start and end time of the

©® Registration / Class Schedule meeting on the Outcomes tab

to account for the actual time

: ' that the meeting occurred

‘ﬁ Outcomes ‘ & Edit © Cancel B View

_ when that time differs from the
scheduled appointment time.
Click on the Scheduling tab

associated with the
appointment to see the

1
1
!
A | L

Edit Apjjointment

Scheduling utcomes SpeedNotes

= 4p*RECOMMENDATION: Is to not
change the actual start or end
date under the Outcomes Tab.

A

Time @ Actual Start Time to | Actual End Time
Attendance [[) Student missed appointment

Email

-
-
-
A==
[J send a copy of note to student

Comments
Comments are notes about the appointment, viewable only by you and other people with whom the appointment is shared. These notes
can be edited only by you before or after the appointment for record-keeping purposes.

You can document you meeting outcome here. =~ 7 also be able to view this

_LThe list of roles who will

appointment, plus any
associated comments

Permissions: People with the following roles may be able to see this appointment if they have a relationship with the student(s). H
& _ _ and SpeedNotes, is
® Professional Staff Adviser /
@ Academic Leadership P2 I|Sted N the blue bOX
® Major Adviser —” b I
@ Professional Staff Adviser - General < elow.
® Peer GA - el

¥ Required fields Never Mind m
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Your Qutcome notes can be viewed in your student’s folder under Meetings.

|™ Flag | | %) Referral | | To-Do | | ¥ Kudos ¥, Success Plan = Message | | 24 Note 22 Appointment
] (+] (+]
& Overview Date / Time Reason Scheduled By With Location
a Ino S @ 10-22-2021 at 2:00 pm (Appointment) [ rstear advising) - Student First Name Last Name  |Robert Hudson Phone
B Success Plans Description: my phonenumberis: 4 YOUI’ Outcome notes can be found in
5 .
= Courses Comments: . - the student’s folder under Meetings.
Spring 2022 advizement and emailed pin.
™ Tracking
i SpeedMNotes: Academic Advised Student, Discussion of academic goals/tutoring, PIN number
# Meetings Advising <.
A
3 Notes

Start: 2:00 pm 10-22-2021 \

I Network End: 2:30 pm 10-22-2021 Speed Notes.




)

BUFFALO STATE} believe. inspire. achieve,

The Staze Universiny of New York

Documenting your student interactions — Notes

B. Notes

34

“Notes” act in much the same way as “Messages” except they are shared and viewable in the
student folder by others. To document a Note, select the student(s) with which you wish to

communicate and click the “Note” button.

1. Click on Students.

2. Choose your Connection. It
Robert Hudson is possible to have more than
one connection type. For
example, maybe you are an
instructor and an adviser.

A Home

m Appointments v
3. You can also search for

our students in two search
1 | &% | Students v y
< boxes.
| \
3 | S
1
\
\‘
hd
= Bengal Success Portal Q, Search for Students n
MY STUDENTS TRACKING
LT
"‘,F\ag ‘%Referral %TO-DO *‘,Kudos ﬁ‘,Success Plan | & Message & Download ~~~\
Search onnection }\ Additional Filters 0
Student Name, Usemame, or ID Professional Staff Adviser u n
3 All My Students 2
Professional Staff Adviser
D Name « Success §ef X X Phone Cell Phone
Professional Staff Adviser - General
D Student First Name Last Name P i [ p h
Banner ID Student emai \ Student phone Student cell phone
0 N
\
\
] N
*® e
~
i _—

-~
o .

\ A. You can either put a check mark in the blank box next to student name and click Note from

the menu or
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B. Click student name and you will now be viewing their Student Folder [C] then click Note at

top.

Flag | FgReferal | (5 kDo *‘,Kudos ﬁGSuccess Plan || % Message & Download

Search Connection

Student Name, Usemame, or ID Professional Staff Adviser

D Name &

,L Success Score Email

Term Additional Filters @
v | VI i Fites n
Phone Cell Phone

D Student First Name Last Name
Banner ID

Student First Name Last Name

™ Flag %) Referral & To-Do W Kudos ﬁcsuccess Plan ¥ Message _%Ncle E?,Appo\mmem
(_\ rd
m Student Information V4 q
,r Upload Picture
0 Info + Class Level FR 1 1 H I’
This is the view of the student’s folder.
B Success Plans | Major CRIW y )
«| School: SP
7= Courses oo
+ | Spring Advisement PIN 641385 yi
W Tracking + Registered for Fall term 202130 ff
[ Meetings +| Please contact Financial Aid I
/] s
Bt ' | BannerID
o Active Flags .
Il Network Active Flags for courses in the acuv'&erm o Emall
2| Phone #
Cell Phone0

°
L
-J---

@ FERPA standards protect e:le"' data,

Create Note 4 Never Mind
o .

* Note Type

Advising Note

* Date
Used by advisors to document notes and comments related to
Subject academic advising
* Note General Note

Shared between instructors and advisors

O Send copy of note to yourself

[ Send copy of note to student ]

* Note Sharing @ Shared O Private

ﬂ Note Permissions: A note type must be selected to determine the sharing
permissions for this note.

% Required fields

Create Note

* Note Type ‘
* Date 10-22-2021
Subject
* Note
O Send copy of note to yourself
[ O Send copy of note to student ]

* Note Sharing @ Shared O Private

permissions for this note.

a Note Permissions: A note type must be selected to determine the sharing ‘

* Required fields
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D. Choose your preferred Note Type from the drop-down menu. General Note is most common
and most universally shared.

E. Complete the text in the “Create Note” box in the same way you would draft an email.
Choose to “Share with Student.” This will create an email from your SUNY Buffalo State email
address directly to the selected student(s) Buffalo State email account (s). NOTE: Even if you
have a signature set up in Outlook mail, it will not populate here. You might want to copy and
paste it for reference. You can view a list of roles who can view the note in the “Note

Permissions” box. Click “Submit” [F] when you are ready to send.

Create Note

= Note Type General Note E

* Date 10-24-2021
Subject Some Imporiant Dates: Fall 2021 Term

* Note Hi - -

% Note Sharing [ (@ Shared

=]

| hope your fall 2021 semester is off to a great staril | would
like to remind you of some very important dates and
deadlines. Please see below.

Academic Calendar — click here to view calendar

Send copy of note to yourself

[ Send copy of note to student

) Private

& FERPA Notice: This note is not disclosable under FERPA

.

More...

ﬂ Note Permissions: People with the following roles may be able to see this note if
they have a relationship with the student(s):

-
Academic Leadership -
-
Completion Coach ,’
Dean of Students (]
) 4
Department Chair PR g
-
-

ECQP Adviser

——
———__——

-

* Required fields

oo (D

-——_*

PERMISSIONS: x

Academic Leadership
Completion Coach

Dean of Students
Department Chair

EOP Adviser

EOP Judicial

Graduate Adviser
Instructor

Major Adviser

Minor Adviser
Professional Staff Advizer
Professional Staff Adviser -

General

Regisirar

Retention Coordinator

SAS Staff

SAS Staff - General

Say Yes Coordinator

Second Major Adviser
Student Services Leadership

More. ..




F§ BUFFALO STATE} believe. insoire. achieve. 37

The Stase Universiry of New York

G. After the note is sent to your student’s email, you can view the note to see if and when
your student has read the note. Click on Notes in your student folder.

Student First Name Last Name e f H ’
This is the view of the student’s folder.
™ Flag | | %) Referral | | & To-Do | | % Kudos P Success Plan % Message B Appointment
o/ Upload Picture
(m Student Information ,/

© info + | Class Level: FR Y 4
# Success Plans /| Major CRIW /4
e +| School: 5P II

+” Spring Advisement PIN 641385
T | Registered for Fall term 202130 (]
B Meetings Please contact Financial Aid I' Banner ID

I | Email
EtiveF‘Flagqu e et , % Phone #
ctive Flags for courses in the active terr - Cell Phone
1
U
/
U
4
, V4
» —7 = = = = X
. <«
G. Click on Notes in your student folder.
@ FERPA standards protect student data

H.)_(ou will now be able to view all your student notes and messages in your student’s

file.  —~=u

~

\\
\
™ Flag | |#%) Referral | | To-Do | | % Kudos | ﬁbSur_cess Plan ¥ Message __E:.’Note %Appoinlmem
\
P ~ i
Qverview Created In Term ~ Written By Note Type
N\
& Ino Active ~o B2 [anyone B [a v
- Success Plans Type Subject - = Written By Date
Appointment with Jordan Ohene on 10/22/2021 for First- § Robert Hudson 10-22-2021
7= Courses £ Appointmen: Commernt year advising Role: Professional Staff Adviser, Professional Staff Adviser -
General
™ Tracking General Note Weekly Highlight Connection Shawnie Wilson 10-20-2021
& Role: Coordinator - Special Programs, Completion Coach,
. Peer Mentor SLE
B Meetings )
@ Adminstrative Note It's Week 3! Shawnte Wilson 10-18-2021
Role: Coordinator - Special Programs, Completion Coach,
B Notes Peer Mentor SLE
= Some Important Dates: Fall 2021 Term Robert Hudson 10-18-2021
M Network / DéGenera\ -2 Role: Professional Staff Adviser, Frofessional Staff Adviser -
I General
1 Email
1 Message sent Read
U4 10/18/2021 10-18-2021 at 1:20 pm 10-18-2021 at 2:00 pm
Hi—
| hope your fall 2021 semester is off fo a greal stari! | would like to remind you of some very important
dates and deadlines. Please see below.
Academic Calendar — click here to view calendar

Tuesday, September 07, 2021: Registration Ends - Last Day to Drop without penalty — Fall
Tuesday, September 07, 2021: Leave of Absence Request Deadline - Fall

I. You will now be able to view all the student notes in your student’s file. Click on the plus (+) to
view full details of note (s).

J. You can view the Date & Time when note was sent to your student AND the Date & time when
your student read the note (s).
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Documenting your student interactions — Messages

C. Messages

38

BSP allows you to quickly and easily communicate with students via “Messages”. Messages
are like email. They are crafted and are sent as an email from your Buffalo State email address
directly to the selected student (s) Buffalo State email account(s). A copy is also available to the
student in his/her “Messages” tab in BSP. These messages are between just you and the
receiver, no one else can see them. They can be accessed later as well. Instructors might find
it particularly helpful to know Messages live beyond the life of the course. The best part is you
can see if students are actually opening (reading) your messages by reviewing them in the
student folder in BSP. To use Messages, select the student(s) with which you wish to
communicate and click the “Message” button. Messages are always private between you
and the student and cannot be shared more widely. Notes can send a notification to the
student (or not), be private (or not), and have other benefits.

Student First Name Last Name

{ = Fiag | | % Referral ! To-Do | | Kudos P Success Plan 'ﬂ Message

_?bNo\e

%Appo\mmenl

Vi

m Student Information ,, ) ) ) Upload A
0 o o o e 4 This is the view of the student’s folder.
T — | Major GRIW II
P | Schoot 5P
| Spring Advisement PIN 64§385
W Tracking | Registered for Fal term 242130
B Meetings v/ Please contact Financiafpud Banner ID
3 Notes ' & Email
Active Flags (=]

\ W Network J Active Flags for courses indhe active term «.| Phone#
I 2| Cell Phone0
|
|
1

o i | = = = o X
I
]
I
’ -
@ FERPA standards p,te‘:t student data
+
1/
]

Send Message 4

Try a Note instead? Messages are always private between you and the student and cannot be shared more

widely. Notes can send a notification to the student (or not), be private (or not), and have other benefits.

4

| * Subject

* Email

--~

| /

() send copy to yourself

* Required fields

,-‘I' Complete the text in the “Send
Message” box in the same
way you would draft an email.
NOTE: Even if you have a
signature set up in your
Outlook mail, it will not
populate here. You might want
to copy and paste it for
reference. Click “Submit”
when you are ready to send.
—_ ]
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D. SpeedNotes

SpeedNotes are preconfigured appointment activities that can be checked off to quickly capture
recurring meeting outcomes.

o |If SpeedNotes exist for any appointment types in BSP, the SpeedNotes tab is available

whenever the Edit Appointment form is open. If the selected appointment type has no
SpeedNotes associated with it, the tab contents will be blank.

e Check all boxes that are relevant to your meeting.

o Click the Submit button to save your updates.

Academic Advising

Check off the
SpeedNotes [topics
discussed] during
your meeting.

Academic Roadmap review
Academic status concerns
Advised Student
Change of Major
Course Withdrawal

] Discuss pass/fail option

Discussed hold/holds

J Discussion of academic goals/tutoring
() Drop/Add a course

Counseling

_J Addressed time management

Adjustment to college

Other
) Discussion of career goals
Family concerns
Financial aid process
Missed Appointment

] Graduate Advisement
) Leave of Absence .
_J] PIN number
) Phone Appointment
] Probation Appointment
J Registration for classes
(] Reviewed Degree Works
) Student is transfering

~) Transfer credit review

__J Balancing academic goals and life goals
) Discussed study skills

] Review of campus resources
) Transportation issues

_] Withdraw from college

e [ |

> 4
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Section 7: Important Definitions

e Appointment: A documented set of details shared between a student and a calendar owner
(e.g. advisor, instructor) about a planned meeting. Students may only schedule appointments in
the future at times the calendar owner designates as available. Calendar owners and calendar
managers, can schedule future appointments, and create appointments to document past
meetings.

e Appointment Type: Grouping of appointment reasons and activities (i.e., SpeedNotes) that a
common set of roles can add and/or view. Your BSP Administrator will create appointment types
and associated reasons and SpeedNotes that will be available to you based on your role. You
may be able to use appointment types to allow different groups of students to see different office
hours on your calendar.

e Calendar attachment (iCal): Attachment to an emailed calendar invitation that allows a user
to accept or decline from his/her email client (e.g., Outlook, Google). iCal is the industry
standard to communicate meeting information between online calendaring software.

e Calendar Manager: A BSP user who can see and edit another user's BSP calendar. A
calendar owner can designate his/her own calendar managers by navigating to Profile >
Appointment Preferences. Or, a BSP Admin can batch upload these relationships.

e Calendar Owner: The BSP user associated with a BSP calendar. The calendar owner can
add office hours and make appointments with students on his or her calendar. Only users with
staff roles are calendar owners. Students do not own calendars in BSP.

e Group Session: Similar to Office Hours, but more than one student can sign up for this
particular block of time. The Calendar Owner decides how many students can sign up for each
Group Session.

e Meeting: A documented occurrence of a meeting between a student and a calendar owner
(i.e., advisor, instructor) that includes details about the outcomes of the meeting. Calendar
owners may designate available times for walk-in meetings, or restrict availability to scheduled
appointments only. Students may only schedule appointments in the future at times the
calendar owner designates as available. Calendar owners and calendar managers, can
schedule future appointments, and create appointments to document past meetings.

¢ Office Hours: Calendar owners can add blocks of time called “Office Hours” to their calendars
to indicate when they are available to meet with students. Calendar owners or calendar
managers can add appointments outside the blocks, but students can only self-schedule within
the block. Office Hours allow students to sign up for individual one-on-one slots within the time
parameters entered by the calendar owner.

e OQutcomes: Results of a meeting documented on the Outcomes tab of an Appointment in
Bengal Success Portal [BSP].

o SpeedNotes: Activity codes that provide an easy way for staff to document common

outcomes of an appointment. Specific SpeedNotes are set up by the institution per Appointment
Type.

This document has been prepared by Bob Hudson, Coordinator of Advisement Student Systems & Senior Academic Adviser, Academic Success [Updated 1/8/2022]
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