| Meetings

Watermark/Aviso supports coordinating meetings with Outlook calendar so that students may schedule time with you directly through the Watermark Student
app (available in both the Apple App and Google Play stores).

To set up meetings proceed to your personal settings in Aviso:

SIMPSON o Scroll down the page until you see “Meeting Request Locations”:
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Once you have selected location, the following calendar options will populate your Meeting Request Locations. Here you will select the hours that students can
select when they seek the schedule a meeting.

For each day, use the slider to select both the hour/minutes for the start of your chosen meeting time window and the end time.
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o Done As you set times, they will populate as shown above. If you have multiple time blocks on a given day, select “Add Row” to have more
options for a given day:
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Once you have your desired times set, proceed to select confirm the types of conversations that may happen during these meetings.

Services Currently, three “Services” are identified with meetings for Indianola — Faculty Office and West Des Moines —
_ Continuing & Graduate Programs. They are: Advising, Career Advice, Current Course Conversation. Select the
T ones you wish to make available for students and when finished select “Save.”
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Using Aviso Calendars in Outlook

In concert with setting up your availabilities in Aviso, you may want to be sure those times are marked in your Outlook calendar so that you don’t schedule over
the times you’ve made available for students. This is not necessary to use the Meetings tool in Aviso and rather for your own meeting management.

In Outlook, select the times on the days you have set aside, create a new calendar appointment but be sure to mark the appointment as “Free”:
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app. You could also schedule that student’s appointment in Aviso (directions later in this
document).

Location

Any time that you are no longer able to meet at a time you had set up in Aviso, move that time block to Busy (or Out of Office). This will preclude an
appointment time from showing as available. For example, if you are away for a conference you will want to mark times as busy so that students don’t make
appointments while you are away.

The meeting set up is a general set up and does not provide deep, individualized options. When students proceed to scheduling a time with you, they are
presented with several meeting lengths and modalities. You will want to communicate with students what your expectations are for meeting lengths and
modalities. Currently, due to platform limitations only in-person meetings are available through the platform.



Student app view

Below are screenshots from the iOS app, Watermark Student. This is what students will see when scheduling a meeting using the app.

When they open the app, it will show the “Home” page. They should select “Calendar” or “Menu” (blue ovals in bottom right image). If they select “Menu,” they
should select Communication/Meetings. The app will then load the Meetings page and list any currently scheduled meetings. In the example below, there are
currently no meetings scheduled. The student will select the + in the bottom corner of the app to initiate the meeting scheduling process. If they started with
“Calendar”, they would select the + in the upper right of that screen. The Meetings window shows them all upcoming meetings.

SIMPSON —_— The students will then proceed through several screens (shown on next page in this
- : . document) which allow them to select:
Academics Meetings
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Communication Once the student has responded to those four options, they select “Next”

£ Masges ? They are then asked, “How would you like to meet?” and presented with 15, 30, 45, and 60

&3 Meetings ’ minute meeting lengths and currently only in-person is an option.

Miscellaneous . . .
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i= Tasks ’ option. For faculty, it is “Faculty Office”. Once they have selected those options, they select,
[] Resources > “Next”.
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‘ The next step is choosing the date and time. They can either click through days or go to a
£ dcieRemEnts ’ @ specific calendar date. If your meeting days/times are what you provided in your syllabus,
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The day that has availabilities will list the times available for the student (using the length of
meeting they chose). They will select the time they want and select, “Finish.” They will
receive a message “Meeting is saved,” and will select “Ok.”

They can set a reminder if they wish. They can select the meeting from the list of scheduled
meetings and set a reminder using the options provided.



| Watermark Student app meeting process screenshots
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Students will see scheduled meetings on the “Calendar” tab on the bottom menu.

In the image to the immediate left, the scheduled appointment is shown on the calendar.

If selected, that will bring up the view that is the first image on this page (far left) where they can

set a reminder or, cancel the meeting.

If students need to change the time of a meeting, they need to cancel the existing meeting and
move through the process to schedule a new time.

Using the Aviso web platform to schedule meetings

New Meeting
Dates *

Start Time e End Time \
Location *

Select...

Service Delivery Location

@ Service delivery locations are determined by the selected location

Services *

(@ Services are determined by the selected service delivery location

Meeting Type *
Select a meeting type

Course Sections

Select course sections (optional)

Comment

Enter a Comment

Create a meeting in your integrated work calendar and send an invitation to the student

People

Staff
@ Corey Landstrom

| Cancel

You can schedule meetings with students using the Aviso
platform. This appointment will appear in their Watermark
Student app.

To schedule a meeting, begin with an individual student’s
Meetings tab (red oval in image below).
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When you select meetings, the New Meeting window will
pop up (image to left) after you select either meeting
option (image below):
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Using the New Meeting scheduler will walk you through the options a student would use if they were initiating a meeting. These map to those shared previously
related to scheduling via the Watermark Student app.

Date:

Location:

Service Delivery Location:

Select the Services:

Select the Meeting Type:

Course Sections:

Comment:

Select the date you want the meeting to occur and both the start and end times.

Indianola or West Des Moines

Select “Faculty Office”

Advising, Career Advice, Current Course Conversation

Length of meeting (currently only in-person meetings are an option)

Select the course section if relevant (the student’s courses will populate)

Enter a comment if needed.

Check the “Create a meeting in your integrated work calendar and send an invitation to the student” so that the meeting is synced to your Outlook calendar.

Canceling or Changing a Scheduled Meeting

If you need to cancel or change a meeting that has been scheduled, proceed to the student’s profile and select the Meetings tab. Locate your meeting on their

currently

listed meetings.
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If you wish to cancel an existing meeting, select “Cancel” select Cancel which is located next to the “Edit” option for “Scheduled” meetings.
Confirmation The following window will open:

Are you sure you want to cancel this meeting Select “OK” to cancel the meeting.

Meeting statuses
The student meeting tab will show all meetings and their respective status:
Scheduled (yellow highlight box)

Completed (green highlight box)
Cancelled (red highlight box)






Outlook calendar view

Opening the calendar appointment will show the organizer as “Aviso Calendar” showing this was created using the Watermark Student app.

Additionally, it will provide the student’s name, the topic, any comments they entered, their student ID, their email address, and the type and length of meeting.

Monday (@) Accepted on 8/14/2022 1:12 PM.

22 Corey Landstrom <> Corey Landstrom
Organizer Avisa Ca endad
Time Monday, August 22, 2022 10:00 AM-10:30 AM
Location
Respanse v/ Accepted Change Response
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____________ | | Students Topic:

Advising

Comment:
Major

Student ID:

Student's Email:

corey.landstrom@simpson.edu

Meeting Type:
30-Minute in person



