Getting Started Guide
Faculty & Staff

Welcome to UASuccess®

UASuccess 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.
Log in to your UASuccess Home page by either of the following:

e Going to Blackboard selecting ‘Assist’, then clicking ‘UASuccess’

e Visit MyApps.Microsoft.com and select the UASuccess Tile

e Go to UASLogin.uark.edu

This guide highlights the steps for completing four common tasks in UASuccess:
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Setup your Profile

Some of your profile, such as your contact information, is imported from
Blackboard or UAConnect. You have the ability to edit other parts of your profile

1.

Click on your name in the Top Navigation bar and select the Edit Profile

tab.

Help students put a face to your name by using the Upload Photo link
beneath your existing photo or placeholder to upload a photo.
Browse to a photo file (.jpg, .png, or .gif), and then click the Upload Now

button to update your photo.
Select the Preferred Login Page from the
dropdown.

Toggle the Share Links option(s) if you would
like to share your appointment and/or profile
link with students and staff.

View and update your Contact Information. If
your institution has turned on Text Messaging,
enter a valid US phone number and select the
checkbox to Send text notifications to your
cell phone.

Double check that the Time zone selected
matches your time zone. This time zone will be
used when including appointment times in
emails from UASuccess.

Add information to the About section to

Edit Profile

Appointment Preferences

Notifications

Help

Logout

= Starfish

EDIT PROFILE

Edit Profile

Don Maitz
@ U Phot
U‘.errj aaaaa l»nzll.[u(m-n Email

8. Click the Submit button to save your
changes.

Notes: For more information and additional
profile settings, reference the End Users’ Guide

to Connect. You may also find the following
videos helpful:

let students know a bit more about you. About

This information displays to students B

who can make appointments with you |TItle

in UASuccess. e e
My Biography

Tell students about your educational background, areas of research, or other information about your
expertise.

I spent 15 years in industry after receiving my PHD. Much of it was with the Smithsonian
and the US Government.

General Overview

Tell students what help you offer during office hours and/or directions to your office.

| welcome students to my office. | often help with career discussions, internships, and
graduate school selection. Of course, | will gladly help you with assignments and papers as
well,

e Update your UASuccess Profile
e Update your Office Hours
e Update your Email Notifications
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Appointment Preferences

You can customize your appointment default settings, add locations, and designate calendar managers
from the Appointment Preferences tab. You have the option of sharing your Exchange account with

UASuccess.

1. In the Office Hour Defaults section, select the Minimum Appointment Length and/or
Scheduling Deadline.

= Starfish

EDIT PROFILE APPOINTMENT PREFERENCES

Office Hour Defaults

Minimum Appointment Length

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:

The day of the office hours at
‘ 9:00 am ) ‘

Hour(s) before the office hours:

[

I want my schedule deadline to be flexible and allow drop-ins after deadline has passed.

2. Inthe Calendar Sync section, select the appropriate option to Sync:
e  From your UASuccess Calendar to your External Calendar
e  From your External Calendar to your UASuccess Calendar

i. If you are sharing from Outlook.uark.edu, give starfish@uark.edu “Full Details”

ii. If you are sharing from your Outlook Desktop Application, give.
starfish@uark.edu “Reviewer” permission levels

iii. You and your calendar managers will see appointment subjects and locations,
students will only see “Unavailable” and no meeting information

Calendar Sync

Starfish Calendar Sync

Select options to sync from your Starfish Calendar to your External Calendar

Email me calendar attachments for every:

s and Group Sessions

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

Outlook Calendar Sync

A Important: You mus ur private calendar link with starfishconfig@hobsonsdev.com,

Allow Starfish to read busy times from my Outlook Calendar

Google Calendar Sync

Allow Starfish to read busy times from my Google Calendar

Paste Google Calendar Link

| e thunsny annole comiralendariicaliveniderarfichtdnamail cominrs
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3. Inthe My Locations section, customize your appointment Locations.

My Locations

Customize your appointment locations.

@ Add Location
Name Type

Chrysler Hall, Room 301 Office H

Instructions
Knock once and enter

Wimba online H

Instructions
access via your Blackboard course

4. Inthe Calendar Management section, customize and view people who Manage your Calendar.

Calendar Management

Customize and view people who manage your calendar.

@ Indicates a Calendar Administrator. Contact them to make changes to your locked calendar.

If your calendar is locked ﬁ , your Calendar Administrator(s) can add and edit your office hours, group sessions, and reserve time. You
and those listed below can view your calendar as well as schedule and edit appointments within already existing schedule blocks.
If your calendar is unlocked, you and those listed below have all previously mentioned privileges.

© Add Calendar Manager

Name

Bokma, Laura °
Laura.Bokma@starfishcollege.test

Manager, Student o
Student.Manager@starfishcollege.test

Knopf, Lester o
Lester.Knopf@starfishcollege.test

Goldfinger, Auric o

agoldfinger@starfishcollege.test

= Mary, Berry

Berry.Mary@starfishcollege.test

Paul, Hollywood

S (X]

5. Save Changes when you are finished.
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Notifications

You can customize notifications of UASuccess Activity and verify the accuracy of the contact information
in your profile from the Notifications tab.

1. Inthe Text Notifications section, toggle to turn on/off text messaging (if available atyour

institution).

O Text Notifications |

Will send to my Cell Phone Number:

+17576224487 Editin Profile
Not receiving texts?

You may receive texts about Starfish activity, such as appointment reminders and other updates, depending on
your institution’s settings.

2. Inthe Email Notifications section, toggle to turn on at least one email address you wantto

receive Email Notifications.

8 Email Notifications

Select at least one email address you want to receive notifications.

You will receive emails about Starfish activity, such as appointment reminders and tracking item
updates, depending on your institution’s settings and your preferences.

Send to my institution email: (:o

ygold@hobsonsdev.com

Send to my alternate email: C°

ygold@starfishu.com
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3. Inthe Appointment Notifications section, select the appropriate Reminders.

Appointments

Customize appointment notification preferences.

|_\ | do not want to receive appointment notifications during the weekend.

those appointments.

Summary Reminders

() Don't send me planning reminders

) Send me a notification individually for each appointment
(@ Send me a digest of all appointments

Send Digest at

I 8:00 am v ] I the day of v

Alert Reminders

|_\ Notify me before the start:

15 minutes &

When selected, appointment notifications for Saturday, Sunday, or Monday will be sent on the Friday prior to

4. Inthe Tracking Items section, select the appropriate cadence (Daily, Weekly, None)for Tracking

Item activity.

Tracking Items

Customize tracking item notification preferences.

Summary Email

Send me a digest of all my Tracking Item activity:

(@ Dailyat | go00am ~

() Weeklyat | 5:00am g

ol

on | Monday @&

(") None

Tracking Item Updates

below.

Send me an immediate notification for every:
New item raised

Item cleared

Item assigned to me

Show list of Tracking Items | may receive

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

5. Save Changes when you are finished.
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Setup your first Office Hours block

The first time you log in to UASuccess, UASuccess will provide a ‘wizard’ to walk you through setting up
your office hours, which enables students to schedule time with you. If you do not wish to complete the
wizard just yet, check the box labeled “Show me this Office Hours Setup Page again next time | login if |
don’t have any Office Hours”, and then click the Close button.

= Starfish

€ System Announcement: Fall course approvals are required for registration and must be in by the end of the month.
) Office Hours Setup Wizard
To schedule an appointment, dlick here.
Starfish provides a simple and efficient way for people on campus to schedule time with one If your office hours don't repeat weekly, click here
another; whether that time Is face-to-face, over the phone, or even online. All you have to do to get
up and running in Starfish is complete the information on the right, which lets people know when
you will be available during the term. Then others on campus will be able to schedule
appointments with you electronically. It's that easy!

Go ahead and get started by adding one time block for now! You can always add more later.

1. What day(s) do you have office hours?
Once you've signed up, you can elect to receive email notifications informing you about your
upcoming meetings. Each notice will include the reason for the visit, the person's picture if
available, and a link to their profile

M T w T F s S

. 3 2. What time are your office hours?
A well-connected campus is a better campus, so start using Starfish now! y
to |Enter End Time

3. Where are they?

Type in an office v
Details Ei

Instructions

¢ Show me this Office Hours Setup Page again next time I login if | don't have any Office Hours

m Set up Office Hours

If your office hours are different week to week, follow the “If your office hours don’t repeat weekly,

click here” link.
If your office hours recur:
1. Complete the fields presented to specify:
e What day(s) do you have office hours? - check the boxes for each day.
e What time are your office hours? - enter a start and end time.

e Where are they? - select the Type of setting and enter the Details in the field provided (e.g.
the building and room number of your office). If relevant, provide Instructions for students
who make appointments with you.

2. Click the Set up Office Hours button to save your office hours.
Notes:

To setup additional office hours or make any changes, use the buttons on your Home or Appointments
page to Add Office Hours, Add Appointment, Add Group Session, Event, Reserve Time or use the
Scheduling Wizard.

4 May 2018 = »

cw T ow 1 e Gy Office Hours %Appo\mment *E‘,Group Session éé Event f:,Reserve Time || # Scheduling Wizard

12 3 4 5
6 7 8 9 10 11 12 Agenda Day Week

Each of these options is discussed in greater detail in the End Users’ Guide to Connect. You may also find

the Update your Office Hours video helpful.
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Raise a Flag on one of your students
When you have a concern with a student, raise a flag, to-do, or referral to communicate your

observations. The appropriate individuals will be

automatically notified when you save the item.

1. Click on the Students
navigation item to see your OVERVIEW MY STUDENTS TRACKING INTAKE ZOOMIN PR
pbird
||St Of Students. PyFiag | ¥yReferral || MpToDo || WpKudos | MgSuccessPlan | Message || [RyNote | @ Download || & Prospective Studel
Search Connection Term Cohort Additional Filters
iy s e g
2. Find the desired student by -
typing the name into the
Search box.
Bria Bird
™ fag I % Referral | | ToDo | % Kudos g Success Plan % Message > Note E3Appointment | | & Fle | [ Intake
3. Click on the student’s
. Student Information
name to bring up the = T
Student Folder. & ST Success Plans
& Caree #; New Student Onboarding (stat
. ¥ Degree Planne e, Academic Improvement Plan (S
4. Click the F|ag button. o . Graduation Plan (Status: Complete)
X P8 racki Course Averages
A list of flags that you have 8 v :
permission to raise on this -
student is displayed.
5. Select the desired Flag
from the list. Raise Flag for Bria Bird
6. If relevant, select a course from the &iflg , [V
Course Context # Attendance Concern =
Course Context drOp down IISt and **E-mail student will receive Examples: Student has missed
’ ’ Due Date two consecutive class sessions and their lack of attendance is
H . the source of their academic issues. Dept responding:
enter notes in the Comment box. Assignee © i
™ Behavioral Concern
7. Click the Save button. **Raise this flag to indicate any behavioral concerns you have
regarding a student. No email is sent to the student. Email is
sent to support staff for follow-up.
NOteS Comment ™ Class Absences
Raised when a student misses large number of classes. Please
. . . meet with your adviser adviser to discuss an action plan for
The Student View: indicates whether improved attendance.
. ™ Emergency Financial Aid (SEAS)
the Student can view the ﬂag and the The Student Emergency Aid Society (SEAS) Fund was
. . - established to support emergency and/or exceptional needs
notes you include in the Comment box. for students.
I cne 109 Garawma 1o Taet/Niiiz Crarac o

The Permissions area lists roles that

by

have permission to view the selected
flag and the notes you include in the

Comment box.

@ Student View: The student can view this item and the notes entered above.
ﬁ Permissions: People with the following roles may be able to see this tracking item if they have
a relationship with the student(s):
® Instructor
@ Primary Advisor
® Gold, Yvette

* Required fields
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Frequently Asked Questions
How do | change how | am emailed by UASuccess?

UASuccess will email you a calendar item for each appointment and a
summary of flag activity for your students. Use the Notifications tab of
your Profile to modify details of how and when you receive these
notifications. For more information see:

e Updating your Profile

How do | get more detail on a student?

Edit Profile

Appointment Preferences

Notifications

Help

Logout

Click the hyperlink associated with the student’s name wherever you find it to reach the Student Folder. (e.g.

in the student list, on an appointment, or in a progress survey).

How do | cancel office hours?

‘ September 2015~ »
Cancel one occurrence IERER

Agenda Day Week Schedule

Select the day from the calendar, and hover(don’t = 2z 2 = z  com

click) over the icon associated with the Office

Hours on the desired day(@).

Appointment Types

All Appeintments
" Available Only

Click the Cancel button and select, “Just this one” My Calendar

9:00am

o -
Calendars | Manage 10:00am Q Add
Deselect All Select All ©Add

from the pop up Office Hours card presented. o nes
- @ 08-07-2015 at 10:00 am
Patones, Irina O Add @ Advising Center North Rm 118
Cancel a series
# Edit O cancel ~ @ Walkin
From the Agenda view, hover (don’t click) £ s one
& The entire series
over the Office Hours icon (O) next to an o
office hour title. SRR ETE
6 7 8 910 M 12 Agunda Dy, Lo S
Select Cancel from the pop up Office Hours TR
card presented. (If the day you have selected 2
O ——| Meetings on 09-21-2015 Availability
on the calendar includes an occurrence, you g s il

© Reserved Time: Web1

will have the option to cancel “Just this one”

01 © office Hours.
Mon 10-11AM

& calculus Workgroup

& 09212015 at 11:00 am Mon 11AM-12PM

or “The entire series”) 0 i

© supplemental instruct

8 6 0f 6 spots avallable

(©) Weekly Advising Hours
" e —

9 Advising Center North Rm 118

© 08102015 at 245 pm
9 Advising Center North Rm 118

£ Just this one
giissersane

#Edt | | OCancel v © Walkin
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