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Preferences and Calendar Options

Questions? Please e-mail connect@ramapo.edu.



Update Institutional Profile

* Log in to Connect and select the dropdown next to “Connect”
» Then click on the dropdown next to your name
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Questions? Please e-mail connect@ramapo.edu.



Update Profile

» Click on the “Edit Profile” option

Timothy Haase

Edit Profile

Appointment Preferences

Notifications

Logout

Questions? Please e-mail connect@ramapo.edu.



Update Profile

« Update Institutional Profile with phone number and brief biography.

Contact Information

View and update contact information

Username

| thaase ﬂ I

Institution Email

| thaase@ramapo.edu o |

Notifications will always be sent to this email.

Phone

| = . (201) 684-7688 |

Cell Phone
Video Phone

Time Zone

| (GMT-05:00) Eastern Time - |

Time zone not listed?

About

Customize your Biography and General Overview

Title

Wil display to students to help them identify your services.

My Biography

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

General Overview

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

Questions? Please e-mail connect@ramapo.edu.




Set Appointment Preferences

Minimum appointment length is 15 minutes.

« Scheduling deadline: Set time for the day before the office hours
or day of

» My location: Add your office location by clicking “Add Location”
» Type: Office
« Name: (your office location)

 Instructions: Please check-in at (your main office location) prior to our meeting.

» Be sure to Save.

Example Screen View on next page

Questions? Please e-mail connect@ramapo.edu.



Set Appointment Preferences

Institutional Profile Appointment Preferences Email Notifications

Basics
Pleaze choose your default settings for your office hours blocks. You can change these whenever you add a block of office hours.

Minimum Appointment length 15 minutes u
Scheduling deadline: © nNone
5:00 pm u the day before the office hours
9:00 am u the day of the office hours
1 haur(s) before the office hours
| Allow drop-ins after deadline has passed
My Locations

Enter locations for your meetings with students. Meetings can be in an office, online, aver the phone, or anywhere else you like.

ﬁ Add Location

Type MName = Instructions

Questions? Please e-mail connect@ramapo.edu.



Set Email Notifications

Appointment Notifications
« Planning Reminders
 Ex: Set to “Send one email reminder with all appointments”
Send Planning Reminders
* Ex: Setto “6:00AM the day of” the appointments
Appointment Alerts

 Ex: Check off box and set to “send me an email 15 minutes before the start
of an appointment”

Check off the remaining two boxes if you want the system to send you an
email with calendar attachment for every “change to my appointments” and
“change to my Office Hours/Group Sessions”

Tracking Item Notifications
« Set to send summary email of all tracking item activity
« Ex: “Daily at 8:00AM”




Set Email Notifications

Institutional Profile Appointment Preferences Emall Notifications

Appointments Notifications

Flanning Reminders | | send me a separate email reminder for each appointment
D send one emall reminder with all appointments
don't send me an emall reminder
Send Planning Remingers: 8:00am [0 e day of B4 e appointments

Appointment Alerts: Send me an amail 30 = minutes befons the start of an appointment
Send me an amai with a calendar attachmant for every:
change 1o rmy appointments change to my Office Hours/Group Sessions

Success Network Updates: Send me a weekly status updabe about my Success Network

" Read busy times from my external Google calendar

Impartant: In order for this setting to take effect, you must share your private calendar link with Connect. Ulick ners for further instructions.

Summary Emails
Send me & summary email of all trecking item and appointment activity:
Gpaiyat 100am  fg

Weekly on  Menday B4 =t |Bo0am E

Questions? Please e-mail connect@ramapo.edu.



Create Regular Office Hours

To add Regular office hours, select “Appointments” from the main drop down and click the “Office Hours”

button on the top left corner of the screen.
« Title
+ Advisement Office Hours
* What day(s)
*  Weekly
* Repeats every
1 weeks
* Repeaton
« Select the days of the week that the office hours are the same as what you are setting.
+  What time?
« Set start time and enter end time for the day. First appointment slot begins at 9AM.
*  Where?
» Check off your office location
* How long?
+ X minutes minimum appointment length
« X minutes maximum appointment length
* Instructions

« Example: Please come prepared with any questions you may have and any documentation you may
need. For instance: major requirements, four-year plan, transfer credit transcripts, R number, etc.

e Set the Start and End Date




Regular Office Hours

s
Add Office Hours Never Mind m

* Title Office Hours

* What day(s)? Weekly u Repeats every 1 u week(s)

Repeat onc Mon Tue Wed Thu Fri Sat Sun

* What time? Enter Start Time to |Enter End Time
* Where? Type in an office u
Details Enter an office location
Instructions Knock once and enter
* Office hours Type © Scheduled And Wak-ins u

Take either scheduled appointments or walk-ins

* How long? 15 minutes u minimum appeintment length

15 minutes u maximum appointment lengtn

Instructions Start/End Date

These will be sent to anyone who makes an appointment.

¥ Required fieids Never Mind




Create Walk-1n Office Hours

. To add Walk-in office =
hours, select “Office Add Office Hours rverns | [

Hours” from the top left * Titl Walk-11 GAice Fours
of the screen. Do not » What dayisl? Weekiy B Aepestmevery |7 [ weskin
use Reserve Time for Repartore  Mon (e | Wed [ Thu (IFd ([ Sat (Sun
walk-in hours. + What time? Enter Srart Time 10 [Ener Ena Time
* Whern? Tupe i an affice
« Follow the same steps -

as for Regular Office
Hours but check off the * Offce hours ype @ Sehsduled And Walcra =l

. . Tako aithor schoouiod appolnimands or walk-ins
Walk-in Meetings only

& How lomg? 13 Minubes = mirimum appariment kerglh
bOX 15 rrinutes = Imemi ML appartment englh
InEtrustons Start'End Date

» Title these office hours:
Example: Advisement
Walk-in Office Hours

Trwsa will be sant 10 anyone who Makes &M Ao poinemant

¥ Pequired Selds Mever Mind | m




Reserve Meetings and Lunch

* Lunch
+ Select Reserve Time
« Description
* Lunch
* When
« Enter time of lunch
* Check off repeat weekly until end of term
*  Submit
* Meetings
» Select Reserve Time
» Description
* Name of Meeting
* When
+ Set date
« Enter time of meeting
« Check off repeat weekly until date if this is a recurring meeting
*  Submit




Reserve Meetings and Lunch
L

Reserve Time

Select the start and end time to block off time in your calendar as being unavailable
for appointments.

# Description Meeting

* When 08-24-2018 2] | Start Time to | End Time

Repeat Weekly

Until

* Required fields Never Mind m

Please note that only you and any calendar managers you have
designated will be able to view the description of your reserved
time. Students will only see it marked as “unavailable”.

Questions? Please e-mail connect@ramapo.edu.



