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Accessing the Panther Success
Network

To log into the Panther Success
Network, visit
https://go.fiu.edu/psn

Proceed to log-in using your FIU
Panther ID # or username and
password.

FLORIDA INTERNATIONAL UNIVERSITY
Division of Information Technology

FIU

Login to GradesFirst SP

AL LS (e Tl » Forgot your username?

+ Forgot your password?

B 2
P Need Help?

Your PSN homepage

After successfully logging in,
you will find yourself on your
PSN homepage.

Note: if you have more than one
role on the platform, you can
switch between roles. To do so,
click on the triangle icon found
at the top of the page.

At the top of your PSN
homepage, you will find four
tabs: Students, Upcoming
Appointments, My Availability
and Appointment Queue.

Towards the bottom of your PSN
homepage, you will find two
tabs: Recent Appointments and
Recent Reports You Created.

@ NAVIGATE

Staff I—IomeE

Students | Upcoming Appointments = My Availability = Appointment Queues

My Assigned Students for Summer Term 2020 =

OALL STUDENT NAME - 1D WATCH LIST *  CUMULATIVE GPA

No matching records found

0 total results

Reporting

Recent Appointments | Recent Reports You Created

Recent Appointments

Care Unit: | All care units ]

Actions mShow Cancelled

o DATE + SERVICE COURSE COMMENT ATTENDEE  » TME  FEFORT | perans
05/29/2020 BSC 2011 - Alfonso,

o 1 10:00am General NiA “M5% E0min  MotYet.  Details
11:00am ET Biology |
05/27/2020, BSC 2011 -

o 11 B00am-500am General N 60min  NotYet. Details
ET Biology |
05/25/2020 BSC 2010-

O 11 400pm-500pm General N §0min  NotYet. Details
ET Biology |

FIU

Panthor Success
Natwork

Quick Links

Take me to

Viewing your Upcoming
Appointments
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https://go.fiu.edu/psn

From your PSN homepage, you
will see the Upcoming
Appointments tab located at the
top of the page.

To view your appointments,
click on this tab.

The Upcoming Appoimtments
will appear.

From this table, you will be able
to perform certain functions
using the Actions menu.

Staff Home ~

Students I Upcoming Appointments I My Avallabllity = Appointment Queues

Upcoming Appointments

Care Unlt: | Al care wnits

Actions m5how Cancelled

o DATE ATTEMDEE TIME SERVICE COMMENT
o 1A Dsgggtnguzzﬁ{}ﬁp"\ Travieso, Felix E;ngm : gg%ezgll-' i
ET 00em T gioiapy i
o 1A g%g?nsuzﬁﬁﬂﬁpm Aguila, Ana i;ggpm ; Eﬁ‘;fﬁa}’ -
ET 00em ET  gioiaey i
o 1A g%g'gﬁfuzs?aapn Perez, Susan g;ggpm : gg%ezg]:! i
ET 00em ET gioiaey i
f ) 1-
o n BT neswele PR EEREN
o 1 E{E’E‘%ﬁzﬁﬂﬂp'ﬂ Carrier, jake }%g‘gﬁ_lm T %%El-i%‘" )
o 11 P%gﬁﬁuinmpm Castaneira, Alex égggpm : Egﬁlfl%r i
ET : 00pmET  giglogy I

REPORT

FILED? DETAILS
Mot Yat. Details
Mot Yet. Details
Mot Yet. Details
Mot Yet. Details
Mot Yet. Details
Mot Yet. Details

Creating Your Appointment
Availability

On your home page, you will

find the My Availability tab. The
Times Available table lists all of
your appointment availabilities.

Each availability can be set up
for different appointment types,
locations, date periods, days of
the week and times.

To create a new time availability,
select Add Time found in the
Actions menu on the top left-
hand corner of the Available
Times table.

The Add Availability pop-up
window will open.

Staff Home ~

Students  Upcoming Appolntments

Available Times

Artlnne

[ hda ime

| Copy Time [

TIMES DATES

E:00a- Surmmer

= Wed, Fri  5:00p Term 2020
o Mon 3505 ThmBoz0
o IR termeoz

Terma020

by dvallabilivg

LOCATION

Center for
Academic
Success @&
MMC (GL 1209

Center for
Acad

emic
S.JmessP
MMC (GL 1200
Center for
Academic
Success @ BBC
{AC1 1
Center for
Academic

Success @
MMC{GL 1200

Appeintment Queues

PURPOSE

BSC 2011 - General Biglogy I1,
CHM 1045 - General Chemistry |
For: Appointments/Campaigns

CHM-1045, BSC 3033 - General
m

CARE UNIT

Tutori nF -
Center for
Academic
Success

t!merFDr-

Academic
Suc

TS5
Learfor
0855

Inactive/Edit

Academ Inactive/Edit
Suc

d =
i
T“-Imhﬁ -
Center
Academic
Success

Inactive/Edit

* All times listed are in Eastern Time (LI5S & Canada)
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Select details that are applicable
to this availability:
e Days of the week
e Time Frame
e Duration of Availability
e Availability Type (Drop-in,
Appointments or
Campaigns)
e Care Unit
e Location (Appointment
Center location)
e Service (Course)
e URL/Phone Number
¢ Special Instructions

Designate the maximum number
of students per appointment you
will be seeing during this
availability. If you wish to create
Group Advising availability,
specify for multiple students.

Click Save.

Note: An availability must be
made for each Time Frame,
Availability Reason, Location,
and Student Service provided.

When are you available to meet?

From T

12:00pm 5:00pm
All times listed are in Eastern Time [(US & Canada).

How long s this avallability active?

P " I
Surmrmer Term Z0:20

What type of availability 15 this?

Care Unit
Tutoring - Center for Academic Success

Location

Center for Academic Success @ BBC (ACT 160)

'« BSC 2010 - General Biology |
« BSC 2011 - General Biclogy I

URL / Phone Mumber

Services
= BSC 2010 - General Blology |
= BSC 2011 - General Blology Il

URL / Phone Mumber

Special Instructions for Student
B I [ E |5

Please bring class notes and study materialzs
with you for session.

Will you be meeting with multiple students?

These settings will not be used for kiosk and
CAMpAEN pUrposEes.

bax Number of Students per Appointment
1

Cancel B

Page 5 of 21
Last Edited June 5, 2020

Academic Advising Technology




Copying an Appointment Staff Home ~
Availability
Students Upcoming Appointments My Availability Appointment Queues
To copy Appointment Available Times
P T e
. age . Actions =
Availability you wish to copy i e
from the Available T"mes table DFWEEK  TIMES DATES LOCATION PURPOSE CARE UNIT
. Copy Time
- - I Term Arts, Sciences & — n
Click on Copy Time from the Deets ey :ggzp il :gl.lcc(a;;lco‘naﬁl;‘lslngat e Ap;:;”ﬂeﬁu Academic Advising Inactive/Edit
. 302 Il Term Arts, Sciences & — n
Actions drop down menu. Mon, Wed, Fri figup e ;;u(c[a::;n;;]l;‘ﬂngat cen Ap;:;‘ﬁeﬁu Academic Advising Inactive/Edit
The Copy and Add Availability
window will open. This will
reflect the original time frame
and Student Service designated SOBY AND ADD AVATLABILITY
from the previous Availability B e —
made. When are you available to meet?
Mon | Tue | Wed | Thu Fri
Make all the applicable changes — -
to the Availability.
12:00pm 5:00pm
All times listed are in Eastern Time (US & Canada).
How long Is this availabllity active?
Note: Remember to Specify Jminer 3 e <0
Oﬁlc.:e L_o_catlon for thls_ What type of avallability 15 this?
Availability as well. It will also
be specified in the appointment Appointments
confirmation. .
Care Linit
lutoring - Center for Academic Success
Location
Click Save. Center for Academic Success @ BBC (AC1 160)
Services
« BSC 2010 - General Biology |
= B5C 2011 - General Biclogy I
URL / Phone Mumber
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Deleting an Appointment
Availability

To delete Appointment
Availabilities, select the
Availability you wish to delete
from the Available Times table.

Click on Delete Time from the
Actions drop down menu.

A yellow banner will appear at
the top of your screen
confirming this action.

Staff Home ~

Students  Upcoming Appointments | My Availability  Appointment Queues

Available Times

Actions a

Add Time

TIMES DATES LOCATION PURPOSE CARE UNIT

Copy Time

n Arts, Sciences &
Delete Ti g
- eete [ime 10:00a- Fall Term Education General Advising Academic

12:00p 2018 R e R T o o e TR Inactive/Eait
(AC1 300)
Arts, Sciences &
® Mon, 8:30a- Fall Term Education General Advising Academic Inactive/Edit
| Wed, Fri 12:00p 2019 Advisingat BBC  For: Appointments  Advising fe

(AC1 300)

Available times deleted.

Staff Home ~

Students Upcoming Appointments My Availability = Appointment Queues

Available Times

SELECT \[.)V':E(OF TIMES DATES LOCATION PURPOSE CARE UNIT
Arts, Sciences &

10:00a- Fall Term  Education

12:00p 2019

General Advising Academic
Advising at BBC  For: Appointments  Advising
(AC1 300)

Tue, Thu Inactive/Edit

Viewing Your Calendar

On the left-hand toolbar, you will
be able to access your Calendar
by clicking on the Calendar
icon. You will be redirected to
the My Calendar page.

The Calendar assigns a color to
each type of event, e.g. Advising
Appointments, General, Free
Busy, Cancelled, etc.

At the top of the Calendar, you
will find boxes for the different
categories of events. Checking

»END
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off these boxes allows you to My Calendar =
filter the events by category. e

Calendar View List of Calendar Items.

Additiona"y, you are able to I M Academic Advising [ Course [ Assignment [ General Busy Cancellecl

navigate your Calendar by  Print Calendar (°DF) | B Add Calendar Event
utilizing the Today, Day, Week,
Month buttons at the top right- August 2019 todey | L0 oy | e R
hand corner of the Calendar. SN il ThE S i i

2 3 1 2 3

9am Busy I;am Busy Imam Busy 9am Busy 10am General Advising

10am General Advising ISlm Busy I1Dim General Advising 10:30am Busy 10:30am General

10:30am  Genersl IE:JIInm Busy Im::nim General 10:30am  General LD

Advising |1:!npm Busy Advising Aduising 11am General Advising

11:30am General | 3:30pm 5usy | 11am Busy 11:30am Cancelled: 11:30am General

Advising IJ:“PM Carcelied General Advising Advising

1pm Busy General Advising 2pm Cancelled: 1pm Busy

2pm General Advising General Advising 2pm General Advising

2:30pm General 3pm Busy 2:30pm General

Aduising 3pm General Advising || Advising

3pm Busy 3:30pm Cancelled: 3pm General Advising

3:30pm Busy Sl L 3:30pm General
Advising

4 5 6 7 8 L] 10

9am Busy ISlm Busy I"hm General Advising 10am General Advising 10am General Advising

%:30am Busy | sam Busy I1n:;nam General 10:30am General 10:30am  General

10am General Advising |1pm Busy Soibing Advising Advising

SCaRan Cara el | 1pm Busy | 11am Busy 11am General Advising || 19am General Advising

Advising [ 2pm Busy | 1om Busy 11:30am General 1%:30am General

ttam General Advising | apm Busy | zem Busy GEiSE Gt

11:30am General S S ipm Busy

Advising 2pm Busy 2pm  General Advising

2pm  General Advising 2pm General Advising || 2:30pm Busy

2:30pm General 2:30pm General

Viewing Your Conversations

You can access your
Conversations by clicking on
the Envelope icon located on
the left-hand toolbar.

You will be redirected to the My
Conversations page.

Here you will see all Messages
sent and received.

You can filter your messages
by:
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¢ clicking on the View
Personal Messages Only
box
e clicking on the View
Unread Only box
Search by Users

My Conversations

Panther Success
Network

¥ View Personal Messages Only - View Unread Only

Actions v
a SENDER COUNT TOPIC
O Sanan, Anchita Follow up email
O Vanegas, Alexandra Organic Chem 1
O Marrero, Alfonso ENC 1102
O Zambrano, Jacqueline Course Enrollment
O Maur, Jennifer (2) RE: Fall Enrollment Question

DATE SENT

08/14/201901:04 PM

08/14/2019 02:04 AM

08/13/201910:21 PM

08/13/2019 07:17 PM

08/13/2019 02:58 PM

Reading Your Messages

When you receive a message in
your My Conversations inbox,
click on the message Topic to
open.

You will be redirected to the
message where you are able to
read it.

If you wish to return back to the
My Conversations page to see
the list of messages in your
inbox, click on Back to My
Conversations. This will redirect
you back.

My Conversations

# View Personal Messages Only

Panther Success
Network

View Unread Only

Actions +
a SENDER COUNT TOPIC DATE SENT
(] E) Chm 2210 08/08/2019 03:29 PM

I (] Re: RUSH Fwd: Carlos Serio - 3731792 - Business Minor 08/08/2019 12:19 PM I

a RUSH Fwd: Carlos Serio - 3731792 - Business Minor

Re: MAC1147

LBAA To: Mark Demello

Subject: Re: MAC1147

Hi

15t just that online course that it wont let me take? The online works
“ better for my schedule. Do you know if theres anather online option? Il

Iook later. If not, could | add to the waitlist?

If taking mac1147 online is not an option this semester, do you think it
would be okay to take stats2 online? Would that still put me on track for

graduation fall 20207

08/08/2019 11:46 AM

FIU

Panther Success
Network

08/06/2019

Responding to Your Messages

When you read a message, click

Spring Semester Enrollment

Panther Success
Network

on the reply arrow icon B
Subject: Spring Semester Enrollment
Fill in all applicable information
in your return message.
Attach any relevant
documentation if necessary.
Page 9 of 21
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Panther Success

Spring Semester Enrollment Network
Respond by E-mail | Respond by Text

Click on Send Message.

Subject:

RE: Spring Semester Enrolment
Message:
B I T i & Paragraph v oS

Thanks for reaching out. I'm available Monday - Friday from 10 am - 12 pm this week. Feel, free to schedule your appointment using the "Schedule an Appointment"
button found on the top right corner of your PSN home page. | look forward to seeing you.

Good afternoon -, | would like to make an appointment to discuss next semester’s courses. Please let me know when

Add Attachment:

Select file to attach

Send Additional E-mail Notifications To:

Sl | send Message

Adding Events to Your Calendar

At the top right-hand corner of
Calendar View you will see the
Add Calendar Events button. My Calendar A

Settings and Sync
Calendar View  List of Calendar Items i b X

To initiate this process, press
the Add Calendar Events button.
You will be redirected to the
Schedule Appointment page.

M Course Assignment General Busy Cancelled

Eg Print Calendar (PDF) Add Calendar Event

A.ugust 2019 today ¢  day week month >

1 2 3

You will be redirected to the
Schedule Appointment page.
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Specify the following:
e Care Unit
e Location
e Service
e Date of Appointment

Add the name of the student
that you will be meeting with on
the date that you selected. You
will add the student by typing in
his/her name to the Add an
Attendee box.

If you wish to add any other
persons to the appointment,
continue to add these persons
by typing their names into the
Add an Attendee box.

Schedule Appointment
Care Unit
Location

Service
Course

Comments

Select a Date
o June 2020 o
Su Mo Tu We Th Fr Sa
1 2 a 4 5 [

i : EREIREIREFARE
14 | 15 |16 17 | 18|19 |20
20 | 22 |23 | 24 |25 ) 26427
28 | 29 | 30

Reminders
Send E-mail Reminder to the organizer
attendee

Send E-mail Reminder to non organizer

attendees
Send a text reminder to the organizer
attendes
Send a text reminder to non organizer
attendees
People Attending (0}
| Available Slots Left in Appointment (0
Additional Slots
Add an Attendee
5770831 2,
ga
SELECT ORGANIZER AVAILABLE TIMES

m Vihlen, John
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Confirm that your name is
selected in the Select an
Organizer table.

By default, each session that
appears will be allotted 60
minutes.

Select the desired appointment
time.

Select if the appointment should
repeat and its frequency.

Click on Save Appointment.

People Attending (1

- Perez, Alexander (Student, Study Hall Momitoer)

| Available Slots Left in Appointment (D)

Additional Slots

Add an Attendee
Q
Janizar
SELECT ORGAMIZER AVAILABLE TIMES
L] Vihlen, john
ne
Length Availabilities:?

ME SLK D 0608 OB/0% 0&/10 0&/11 0E12 0&/13
TIME 5LOT {SUN) MON) {TUE) (WED] (THUY (FRI) (2AT)
“EUUam - 1usuuam (] O O
ET on on on
10:00am - 11:00am m] Ol ]
ET o w1 an
11:00am - 12:00pm m] m] =
ET an 1 on
12:00pm - 1:00pm m] =
ET on 01 on
1:00pm - 2:00pm m] [u] ]
ET 0n on on
2:00pm - 3:00pm m) Ll -
ET 01 LT) on
3:00pm - 4:00pm m] - L
BT oF CONFLICTS o CONFLICTS on
4:00pm - 5:00pm ] ) =]
BT P! P oA COMFLICTS o CONFLICTS on
[ T ——— Y —

oA TN
Repeat

Does not repeat W
Save Appointment Cancel

Viewing a Student’s Profile

To view a student’s profile, click
on the magnifying glass icon
found at the top right hand
coroner of the page.

The Quick Search box will
appear. You can search for the
student by typing in their name
or Panther ID.

FIU

Panther Succoss
Natwark
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A list of students’ names will
appear in a dropdown menu.

Select the name of the student
whose profile you wish to view.

You will be redirected to the
student’s profile page.

On the student’s profile page,
you will find the student’s
picture, contact information and
Success Team.

In the Success Team, you will
see the student’s current course
enrollment and the instructor for
the courses.

A A

Student Info -

Ermaill:

Work:

Login Status
Login not allowed

Your Success Team

Marquez, William
s0r

]

Remage, Kettia

Advisor

=1

Sanchez, Mario
a Advisor
[}

Your Summer Term 2020 instructors

taveo
L01B)

3
ma.
g
H:

[ ]
Lu, Jide
£:3303L (U018
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FIU

The student profile also e
provides you with information corent Aers @ .
on |Ogged StUdy Hall hours, if Current Study Hall Status | wank to.,

Mot In Study Hall Message Student

applicable. A ——

Add a Reminder to this Student

Charity Time Manage Charity Time +
Report on Appointment

Schedule an Appaintment
Study Hall Statistics

Required
0 minutes
Today

0 minutes
This Week

1 haurs

Last Week
1 hours

@ N

Student Info -

Your Success Team
Marquez, William
& Advisor
=
Romage, Kettia
‘ Advisor
=
' Sanchez, Mario

Advisor
=

Your Summer Term 2020 instructors

E?EI%JECS (U01B)
%é-laigan {UD1B)
et
e
Alexander Perez

In the More tab located at the

top of profile page, you will find e

information for tutoring I Status

. s 5 1l
appointments.
Charity Time Manage Charity Time =

Study Hall Statistics
Required

0 minutes

Today

0 minutes

This Week

1 houirs

Last Week
1 hours
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The Appointments tab breaks
down appointment related
information in terms of
Upcoming, Recent and No-
Show.

If you need to read the
appointment summary from a
previous appointment, you can
do so by clicking on the Details
button attached to the session.

Mare -
Study Hall
Appaintments

Upcoming Appointments

Care Unlt: | All care units

mShow Cancelled

DATE CARE UNIT SERVICEACOURSE COMMENT ORGANIZER

Alexander Peraz does not have any upcoming appointments for Summer Term 2020,

Recent Appointments

Care Unit: | Al care units

DATE CARE LINIT SERVICE/COURSE COMMENT ORGANIZER REPORT FILED?
Tutoring - Center .

OSF 22020 for Academic BSC 2011 - General Biclogy Il Vihlen, john
Success
Tutoring - Center 4

05/26/2020 for Academic EHY 20~ Phaedis whth Calern, Giselle Mot Yet.
L Calcubus i
Tutoring - Center

05, 26/2020 for hcla emic E;ﬁcr}.ﬂegyﬂzﬂ - Chemistry & Bracho, Asier Mot Yet.

Success

No Show Appointments

Care Unit: | All care units

Actions

DATE o CAREUNIT cepyice/counse COMMENT ORGANIZER s REPORT FILED?

Alexander Peraz does not have any no show appointments for Summer Term 2020,
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Creating a Note for a Student

In the event that you would like
to place a comment on a
student’s file that is not
attached to a tutoring session,
e.g. student notes or handouts
for review sessions or internal
documentation, you do so using
a Note.

To issue a Note, begin by using
the Quick Search function.

Click on the magnifying glass
icon and search for the
student’s name or Panther ID.

Click on the student’s name
when it populates.

You will be redirected to the
student’s profile page.

Below the Panther Success
Network logo, you will find the “I
want to....” menu.

Select Add a Note to this
Student from the options.

FIU

Panther Succoss
Histmrark

summer Te.., - Alexander S

FIU

Panther Success
Netwark

Current Alerts 2 -

want to...

hiaz=aee 2n ﬁ'\[
Add a Note on this Student I
3 3 Neminder to This bugent

feport on Appointment

Schedule an Appointment

Student Info -

Your Success Team

Marquez, William
a Ad'.'l?c—r

=

Roemage, Kettia
e Adviszr

=

Sanchez, Mario
Q Advisor
=

Your Summer Term 2020 instructors

Reoig, Gustave
EEE-3303 (UO18)
=

Lu, Jide
EEE-3303L (UD1B)
=

Andrian, ean
EEL-3135 (RVAA)
=

Tehrani, Atoussa
EEL-4709C (U01C)
=
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A pop-up wil appear.

Fill in any necessary comments

to the Note. e s [F— Note Subject
Select the applicable Note | Relations
Reason. e

I T —
Set the Visibility settings by ! ——
selecting whether you wish for |
the student to view the Note. U p——— ’ |
Note: For the student to be able | oo ]
to view a Note, you must check ]
of their name.
Click Save Note when ready to
confirm.

Creating a Tutoring Summary
Report for a Scheduled
Session @NAVIGATE o
PN - FIU

When a student checks in for a e  Studen i
scheduled tutoring session, Q) o= PREREESSS

they will do so using the
appointment kiosk.

You will be notified that a
student has arrived for their
session when a notification
appears on the Appointment
Queue

To start your session, click on
the graduate icon and select
Start Appt.

A blank tutoring summary report
will open.

As a previously scheduled
session, the report will reflect
appointment details by default.
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Fill in all applicable information
for the tutoring session.

When ready, click on the Save
this Report button.

I

APPC

ANTMENT RE

Care Unit

Location

Senvice
= B5SC 2011 - General Biology Il
Course

Meeting Type

Date of visit
05/29/2020

Meeting Start Time
10:00am o

Meeting End Time
11:00am

Al timas Ilsted are in Eastern Time
{US & Canada).

Attendees

) John Vihlen
. tudent, Tutor
] Attended
This includes time sj hent with all

students attending
appointment.

Fiusﬂl. Correa Alfonso

T
Interdlsl:lpllnarysr.udles BA-

INTSTU D:BA

8 Attended

Checkin Checkout
o

Suggested Followup

Thls WI“ be saved un the reportasa
gg[esllon o0 appointment will be
crea

Date Time

Summary Det:

Study Skills Used

Student arrived on time and was ready to begin ocur oYes oNo o

5e: NiA

student was prepared (attended class, read lesson, had  « Yes o No o

notes, etej? N

Student asked for explanation of material mot o¥es oMo o

understood? NiA

Student re?nnded positively to instruction (as you o¥es oMo o

SUEgested| N

Student was aware of future assignments? oYes oMo o
NiA

Student shows a better understanding of the material

since our last session,

Attachments
Attach File

[ Choose File | No file chosen

ails For Kamila Ci
Assignments Discussed

orrea Alfonse
Objectives of the Session

Goals For Mext Session

B =

Save this Report

Creating a Tutoring Summary
Report for a Drop-In Session

If a tutor has a Drop-In
availability scheduled on PSN,
students are able to check
themselves into the platform
kiosk without scheduling a
session ahead of time.

When a student checks-in to
their drop-in session, you will
receive a notification alerting
you of a student in your queue.

@ NAvIGATE ®

i 9 (- 2

® Maria Arlas

Studen'

Class Information

Reports | Calendar

FIU

Panther Success
Hatwark
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To initiate the appointment, you
will click on the graduate icon
and select Start Appt.

Doing so will open a tutoring
summary report. ((You are able

to minimize the report while you APPOINTMEMT REPORT FOR MARIA ARIAS
attend to the StUdent') I wisit Details Summary Details For Maria Arias I
; Care Unit Assignments Discussed Objectives of the Session ‘
When the SeSSion iS complete, i Ln?lf.o.n. . Study Skills Used Goals For Next Session |
you Wi" fi" OUt a" applicable Ferviee Student arrived on time and was ready to begin our o'Yes o No o |
i nformati O n fO I' the tutori n g I cﬂl::: iliaie il ;?;:Ienl:g‘w]as prepared (attended class, read lesson, had '.\Eﬁes No
- - notes, atc.)? NIA
session and click on the Save Start typing (o search all our.. | Student asked for explanation of material ot SYes oo o
Meetlng ['y'p! tudent respon ositively to Instruction (as u oYes oNo o
and Check Out Student button. Sliggestady o PRI o R asyou - Qs ot ¢
Date of visit Student was aware of future assignments? oYes oNo o
06/04/2020 Student shows a better understanding of the material I.\:I:I}Y\gs oNo o
since our last session. [T/

Meating Start Time
Note: Being that this session it B 1 EE S pusgenn v |-
was not previously scheduled,
you will need to provide the

Meeting Start and Meeting End g tmvien

All times listed are in Eastern Time
(US & Canada).

Times. @ Attended
Maria Arias
Artended
Checkin Checkout
S4dpm to
|
Sug Followup Attachments |
This will be saved on the report as a
| | sugﬁesllun. No appointment will be Attach File
| created. | .Choose File | No file chosen
| Date Time

cancel Save and Check-out Student

Marking an Appointment as a
No-Show

To designate a scheduled
appointment as a No-Show,
select the appointment from the
Recent Appointments table
found on your PSN homepage.

Open the Actions menu located
at the top left-hand corner of
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your Recent Appointments table
and select Mark No-Show.

An Appointment Report form
will open. You will notice that
the student is not marked as
Attended. Enter any applicable
comments (optional) and click
on the Save this Report button.

You will notice that the Report
File status is now reflected as
No Show.

Reporting

Recent Appointments

Recent Appointments

Care Unit:

Actions

| Add Appointment Summary

All care units =@

Recent Reports You Created

dark Mo-Show RVICE COURSE COMMENT
2 s 2011 -
o in 10:00am - ‘General MIA
11:00am ET Binlogy 1l
05272020 BSC 2011 -
o in B:00am - %:00am General MIA
Biology Il
05/25/2020 BSC 2010 -
11 4:00pm - 5:00pm  General MiA
Biology |

® Show Cancelled

ATTENDEE « TIME  BEPDAT - petais
Correa Alfonso, T ;
Karnia 60 min MotYet.  Details
Perez, i Repaort r
AlEEahder B0 min Details
Brown, Kirk B0 min MNotYet.  Details

Appointment Details

Appointment
05r25/2020 4

m - 5:00pm .. *
Care Unit

Tutoring - Center for Academic... =

Location
Center for Aca

Service
= BSC 2010 - General Biology |

Course
Start typing to search all cour,

Meeting Type

Date of visit
05/2572020

Meeting Start Time
4:00pm to
Meeting End Time
5:00pm

All times listed are in Eastern Time
{US & Canada).

Attendees

ohn Vihlen
1. tudent, Tutar
Attended

This includes time spent with all
students attending the
appointment.

Kirk lruun

Freshm,

Marine Blulngy BS -
MRMEIO:BS

O Attended
Checkin Checkout
to

Suggested Followup
Thls will be saved on the report as a
gestlcn Mo appomtmenl-mll be

Date Time

Sumnmary Details For K
Assignments Discussed

Study Skills Used

Studlem arrived on time and was r\eadytu begin our

SESEI0N,

Student wias. prepared [attended class, read lesson, had

notes, ety

Student aussed for explanation of material not

understo

Studem reipnnded posithvedy to instruction (as you
Studem was aware of future assignments?

Student shows a better understanding of the material

since our last session.

rent Summary

Student did not attend tutoring session. |

hments
Attach File

Choose File | No file chosen

Kirk Brown

= & | Paragraph v | ©

Objectives of the Session

Goals For Next Sesslon

o¥es oNo o
MNIA
o¥es oNo o
MNIA
o¥es oNo o
MNIA
o¥es oNo o
MNIA
o¥es oNo o
MNIA
o¥es oNo o
MNIA
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Managing your Appointment
Queue

The Appointment Queue found
at the top of your PSN
homepage is just an overview of
what is happening in the
department.

The fourth tab located at the top
of your homepage provides you
with a more detailed view of the
current status of the
department.

In this tab, you will see the

following:
e Students checked in for
appointments

e Students checked in for
drop-in sessions with you

e In Progress visits

e Students checked in for
drop-ins with other staff
members

¢ Students checked in for
Study Hall

Within each table you will be
able to use the Actions menu to
perform certain functions.

To perform any of these
functions, click on the Actions
menu found at the top of the
table and select from the list
that populates.

Staff Home -

Sty | Upesming Appoiniments | by doruiiaiiny [l Appoiniment Guaes

Pectification Methods: B Ding " Bl Taxt Messag

Students Checked In For Appointmentse

SELECT HANE SERVICE

There are ot any student appainements checked in

Students Checked In For Drop-Ins With Mee

Actiors: -

SELECT  NAME SERVKE COMMENT FRSTAALABLE MHORTZED AT CHECKEDINAT WAIT DURATION
O Tran Andrew ;’nﬁ;i'l: -Gl ™ WEMpMET 1 min

In-Progress Visitse

Actiors: -
SELECT  ATIENDEE NAME: STUDENT D START TIME AP TIME CHECKINTIME  SERICE COLISE

[+] Maria Arias 3330142 DE/M2020 950 pm ET

e s BEC 201 - Ganeral Biokegy Il HAA

Students In Other Staff Queuese

Actiors: -

SELECT  WAME STAFF SERACE EOMMENT PRIGATZED AT CHECKED INAT  WAIT DURATION

‘There are curmently no students waking on other staff

Students Checked In For Track Time 7o

Actiors: -

SELECT MAME SERVICE COURSE CHECKED 4 AT

4] Lambay, India Study Hall - Chamisiry H0:15pm ET

Students Checked In For Drop-Ins With Mee

7 S Appainment

SERVICE amMENT FRSTAVMLABLE  PRORTOEDAT — CHECHEDINAT  WAITLLRATION
Mot Attended To
Mo to First Available ésnﬁ:gil,: et P WA4pmET i
Sand Meszige
Checkout
I memow Eitse

If you have questions after reviewing this tutorial, please contact Advising Technology at

advtech@fiu.edu.
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