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BE WELCOME.

We were the second fastest growing public state college in the nation from
2005-2015, but we maintain a elose-knit, student-focused community that has
defined us since inception. Visit our eampus for an immersive education in

excellence and inclusion.

B

Step 2: Log in with your NSHE Number (student number) and Password

NEVADA STATE
C O LLEGE

Sign In



http://www.nsc.edu/
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Step 3: Click on Apps

FAVORITES &

PeopleSoft
g WCOnline

g KBox Support Portal

Manage Favorites +Add

LAUNCHPAD
P4 QUICK LINKS

B £mail (Office 365)
ﬂ Faculty Center
B ris
Online Courses (Webcampus/Canvas)
(E¥) Refer Student to the Student CARE. Team
H Refer Student to Student Conduct
g Scorpion Card
g Survey Tool/Qualtrics

FNFACULTY CENTER
HUMAN RESOURCES

LIBRARY
PEOPLESOFT

Step 4: Click on Scorpion Success Network. You can drag the Scorpion Success Network to your
favorites section of the Quick Launch Section.

APPS

BeEngaged (Involvement Center)

Email (Office 365)

Files

Financial Data Warehouse (Historical Data)
iScan

KBox Suppart Portal

LogMeln Remate Access

Post to the Weekly Digest

Phene Settings (On-Campus Only) %
Printing

Room Scheduling (25Live)

Scorpion Card

Survey Tool/Qualtrics

Textbook Crder &

WCCOnline



Step 6: Click Institutional Profile

AP\
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Don Maitz

Institutional Profile

Email Notifications

Help

Appointment Preferences

Step 7: Select your Default Login Page (this will be the page that you see when you log into to SSN).

Upload Photo

Login Page

Default Login Page

Title

Contact Inform|
Login 1
Phone (

Cell Phone

Send my corre

|| Display all

Default Login Page
Appointments -= Agenda
Appointments -= Day View
Appointments -= Week View
Appointments -= Schedule View
Students -= My Students
Students -= Tracking

Students -= Attendance

Students -= Prograss Surveys

=D

sc.edu

Email Both

3 Time u
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Step 8: Indicate your Title (this will be public)

Contact Information:
Login: NSHE (will be automatically inputted)
Institutional Email: NSC email (will be automatically inputted)
Phone: Direct line (can be adjusted)
Time Zone: Pacific Time

Login Page  |Default Login Page n

Title Academic Advisor Il

Contact Information

Login | | Institution Email
phone | | Aiternate Email n}
Cell Phone Video Phone
Upload Photo o i i
Send my correspondence to * Institution Email Alternate Email Both
Display all time zones Time zone (GMT-08:00) Pacific Time u

Step 9: Complete the General Overview and My Biography, then click submit

General Overview

A general message should go here. Tell people hou you can help them during your office hours

My Biography

Use this space to tell others about yourself. You can include your educational background, work experience, areas of research and study, or any etner information that would be relevant to others on campus. Students are more likely to reach out o you if they know a Iittie about you

By

Step 10: Select Appointment Preferences

Institutional Profile Appointment Preferences Email Motifications

Basics

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

Minimum Appointment length 30 minutes u _ Minimum Appointment |eng'[h' 30 minutes
Scheduling deadline: Maone
Scheduling deadline: 5pm the day before the
& | 5:00 pm n the day before the office hours _ . g .. P - y
office hours. This is to restrict making
s00am  [K the day ofthe offce ours appointments after 5pm for the following day.
1 hour(s) before the office hours

Allow drop-ins after deadline has passed
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Step 11: Under Appointment Preferences click Add Location

My Locations

gur meetings with students. Meetings can be in an office, online, over the phong, or anywhere else you like.

© Add Location

Step 12:
Type: Office
Name: Raker Student Success Center
Instructions: Please arrive at least 5 minutes before your appointment.

Type: Phone
Name: Phone Appointment
Instructions: The advisor will contact you at the phone number provided.

Repeat Steps 11 & 12 for Phone Appointments. Click Save

Add Location

* Type | Y

* Name |F-‘ea-:-e enter details describing the location. | _
Instructions Please enfer instructions for the location

* Reguired fields MNever Mind

Step 13: Add individuals to have access to your calendar through Calendar Managers and clicking Add
Calendar Manager. Once you have added everyone, click Submit

Calendar Managers

Select people to manage your calendar. Calendar managers can add and edit your office hours and schedule and edit appointmeants in your calendar.

© Add Calendar Manager




““'=
=

’:Q_:\\

"9“.-\\ Scorpion Success Network (SSN)

K

Step 14: To set up Office Hours, you can click the three lines on the left side of the screen

( = Scorpion Success Network

Step 15: Select Home

Don Maitz

E Appointments v
- Students v

Step 16: Click Office Hours

= Scorpion Success Network

Gﬁ Office Hours %App ointment

%Grnup Sess

Step 17: Here is where you can set up your specific Office Hours were students can have the opportunity
to meet with you. You can adjust the Office Hours accordingly to make it work best for you. Once Office

Hours are set click Submit

Take either scheduled appointments or walk-ins

#® How long? 15 minutes H minimum appaintment length
15 minutes H maximum appeintment lzngth
Instructions Start/End Date

These will be sent fo anyone who makes an appointment.

* Required fields

Sun

# Title Office Hours
* What day(s)? Weekly n Repeats every 1 = week(s)
Repeat on Mon Tue Wed Thu Fri Sat
# 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 Walk-ins H

=

Title: Advising Office Hours

What day(s): Weekly

Repeats every: 1 week

Select the days of the week: Monday-Friday
What time: 9am-4pm

Where: Raker Student Success Center

Office Hours Type: Schedule Appointments only
How long: Minimum 30 minutes; Maximum 1 hour

Instructions: Please arrive five (5) minutes before
appointment time.

Start/End Date: whatever the date is; Ends: Never




