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Getting Started 
 

In order to get started using SSC Campus product within the Georgia State University production site, one must 

submit their request to their department/unit designated Super User. Super Users will need to create your user 

profile within the site. The following information will be required to start your SSC Campus profile: 

• Name 

• GSU Email Address 

• Panther ID (if you do not have a banner account, then you will not have single sign-on access and will 

need to use the redirect link to sign-in) 

• Role (Advisor, Tutor, Administrator, etc.) 

 

INSERT USER SET UP SCREENSHOT 

 

***All troubleshooting or support request to EAB support must be submitted through your designated Super 

User, which will then be forwarded to the GSU SSC Campus administrator if the Super User cannot solve 

your issue. Most of the troubleshooting or support questions can be answered in-house at GSU, so do not 

reach out to EAB on your own*** 

 

Once your profile has been created, you will have access to the SSC Campus platform. Depending on whether 

or not you have single sign-on capability will determine which website you will need to sign in through. 

 

For users with Banner access, you will enter the SSC Campus platform through the following link and you will 

use your campus ID and password to sign-in.  

 

https://gsu.campus.eab.com/ 

 

Users with single sign-on should also have access via PAWS. Please look for the icon shown in the image below. 

 

https://gsu.campus.eab.com/
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Users without single sign-on access will need to access the platform via the following redirect link: 

 

https://gsu.campus.eab.com/session/new?prevent_redirect=true 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

https://gsu.campus.eab.com/session/new?prevent_redirect=true
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Setting Availabilities 
 

The next step is to define the days and times you will be available to meet with students. It is important to 

note that locations and services are created by Application Administrators. If you have questions about any 

locations or services set, please contact your Dedicated Consultant. 
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Add Time- 

 

Step 1: Click the Add Time button in the Actions Menu 

 

Step 2: Select the days and times when you are available to meet with students. 

 

Step 3: Select whether you will meet with students via appointments or drop-ins during that time. 

 

Step 4: Choose the location where you will be available. 
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Step 5: Lastly, select which student services you can provide to students during this availability. Note: Leaving 

this student services field empty means you will appear to be available for all advising student services. 

 

Step 6: Click the Save button. 

 

Note: Repeat this process until all of your availabilities have been defined. You can have as many availabilities 

as needed. 

 

There are two other options when adding Times Available. 

 

Copy Time - to copy a time, select the time you would like to copy and then click the Copy Time button. The 

availabilities will be copied and a dialog will open allowing you to make edits or to save your newly created 

availability. 

 

Delete Time- To delete your time, simply select the time and click the Delete Time button.  

 

Note: Inactive availabilities are highlighted in red in the Times Available grid. 

 

Appointment Constraints 

 

From the Advising Home page, click on the My Availability tab. To define parameters that control your 

availability with appointments, first click the Edit Appointment Constraints option. 
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When clicked, these options are available for you to define: 

 

  
 

Hours in Advance refers to how many hours, from the current time, a student must wait before they can 

schedule an appointment. For instance in the example above, if the current time is 10:00am, the earliest a 

student would be able to schedule an appointment with you would be 10:00am, the following day.  This setting 

only applies to students making appointments. 

  

 

Default Appointment Length is the default length of this specific advisor’s appointment. This can be overridden 

by users with the appointment create permission, except by students, during appointment creation. 

  

 

Require available times for students means that advisors must have defined Times Available (see section 

below) before a student can create an appointment with them. If this box is not checked, students are able to 

schedule with that advisor at any time and day. This box is checked by default. We recommend that advisors 

use this default during setup. 

  

 

Click the Update Constraints button to save your changes. Then, to hide the Student Appointment Constraints 

settings box you can simply click on the Hide Constraints link. 
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Advising Center 
The Advising Center tab allows advisors to monitor and maintain visits for students in their queue 
or other advisors' queues. 

Queues 

 

Students Who Have Checked in for Their Appointments 

This grid shows any students who have checked in for an appointment and are waiting to see 
you.  In other words, the student is in the waiting room ready to see you.  When you are ready to 
meet with the student, click the circle beside the student and press the Start Appointment button in 
the Actions Menu.  Doing this starts the appointment and brings up an advising report for you to fill 
out at the conclusion of the appointment. 
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Students In My Queue 

This grid displays students who are waiting to see you, or the first available advisor. This queue 
only shows students that have dropped in to meet with an advisor. Students that show in this 
queue did not have a previously scheduled appointment, otherwise they would fall into the 
Checked In category. The list is sorted by placing the student who checked in first at the 
top.  Along with this grid, you have given several options in the Actions Menu to manage the list of 
students. 

Students in Queue for Other Advisors 

This grid lists students who are on the waiting list for other advisors.  This is perfect for when 
advisors want to help other advisors meet with their students.  They can simply select one of the 
advisor’s students and click the Start Appointment button in the Actions Menu. 

Notifications 

Each advisor will need to set their notification methods of how they will be notified when a student 
visits the Advising Center. The settings for these notifications are selected by going to the Advisors 
home page and clicking the Advising Center tab. At the top of that page, the advisor can then 
choose to receive notifications by checking a box for: ding (audible), email or text message. 

A student is added to a waiting list – Notifications are sent via ding (audible), pop up message 
(top right side of your screen), email and/or text message if selected. (See example below for an 
email notification). 

An appointment is created – Notifications are sent via email (these notifications go out 
regardless, when an appointment is created).  

A student checks in for an appointment – Notifications are sent via ding (audible), pop up 
message (top right side of your screen), or email. The email notifications that are sent are advising 
appointment emails e.g. “A student has checked in for the appointment”.  

An appointment is cancelled – Notifications are sent via email. Email notifications go out when 
the student appointment is cancelled on their calendar.  

A student is removed from the queue – Notifications are sent via pop up message. 
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Notification Bar 

The Notification Bar (top left of your screen) includes the Advising Queue icon and provides a 
shortcut to the Advising Queue. There is also a link next to a student’s name that will allow you to 
file a report for that student from the notification bar. Simply click “Start Appointment”. The Advising 
Queue title (next to the people icon) is also a link which will navigate you directly to your Advising 
Center when clicked. 
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Appointment Scheduling 
Users with appropriate permissions can schedule appointments by checking the box beside 
student names in various lists throughout the application and by clicking on Schedule Appointment 
in the Action Menu.  These lists are typically found on your home page and in Search areas of the 
application. The system will then display the Schedule an Appointment page. 

 

  

Appointment Components 

• Type is what determines whether the appointment you are creating is an Advising, Tutor, or 
General Event appointment.  While both Advisor and Tutor appointments are fairly self-
explanatory, a General appointment may not be.  A General Event appointment can be 
considered an obligatory event for the student.  Events that can qualify are things like Football 
practice, Honors Society Lunch etc. The reason adding these types of events to a student’s 
calendar is important is because those events will then show up as “Conflicts” when scheduling 
future appointments (more on “Conflicts” shortly).  It is usually a best practice to only include 
those General events when they occur during the regular school day, or office hours. 

• Reasons is where you will select what the purpose of the appointment is.  For example, Career 
Counseling and Graduation Audit can be valid reasons for advising appointments. For Advising 
and Tutoring appointments, reasons are configured by your Application Administrators. For 
general events, the reasons field is open. 
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• Comments is a section where extra commentary can be entered about the 
appointment.  These comments are seen by both the student(s) and the advisor when they look 
at their calendar and receive their appointment notification email.  

• Select a Date prompts users to select a week in which you would like to schedule the 
appointment. This lets users see the entire week, and not just a single day, to determine which 
is the best day to schedule the appointment. 

• Location is where you will meet your students.  Select the correct location from the drop down 
list.  

• Reminders are sent the day of the appointment.  The email reminder is sent the morning of the 
appointment and the text message reminder is set “x” number of minutes before the 
appointment.  “X” number of minutes is actually defined on the Admin tab by your Application 
Administrator.  You can mouse over the “?” mark, besides the text reminder, to see what the 
current value of “X” is. 

• Add an Attendee lets the advisor add extra users without having to exit the schedule 
appointment page. Simply type in the user's name, select them, and they will be added to the 
appointment. 

• People Attending are the users who will be scheduled for this appointment.  The user 
scheduling the appointment can Remove or Add an Attendee prior to saving the appointment. 

• Select an Advisor is the list of advisors who have availability at the selected Location.  If you 
are creating an appointment for yourself, simply check your name.  However, showing all 
advisors gives users the ability to create appointments for any advisor at that location (this 
option can be turned off to where advisors are only able to create appointments for 
themselves.  See your Application Administrator for more information). 

• Length refers to the length of the appointment.  While it will default to whatever the advisor had 
setup in the availability, it can be overridden here. 

• The Scheduling Grid is where you will select what time this appointment will take place.  You 
will notice that a checkbox will appear for any times that are available for scheduling. If 
something is already scheduled or “Conflicts” with that time, you will see that notated on the 
grid. For example, Appointments, Free Busy, Conflicts (such as a student’s class), or in some 
cases Drop in's for walk in appointment times. A blank means the selected advisor does not 
have availability for that time on that day. You can click on the word Conflicts or Appointment to 
see who has a scheduling conflict. 
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• Availabilities is where you can override preset availabilities and schedule the appointment at 
any time at any day.  Select the option ‘Ignore Availabilities, unlock the calendar’ and you will 
see checkboxes appear in every field in the grid.  Selecting this option allows you to override 
any conflict or non-available day to schedule the appointment exactly where and when you want 
it.  

• Repeat This Appointment? Is where you can make this appointment recurring.  While there 
are many options to choose, the most common and easiest to use is ‘Weekly’.  Select Which 
Days, every how many weeks and Repeat Until to make this appointment repeat.  

To finish, click the Save Appointment button.  When the appointment is saved, the system will 
send appointment notification emails to each of the attendees with the details of the 
appointment.  It will also update each attendee’s calendar. 

  

Upcoming Appointments 

The purpose of this tab is to give the advisor a quick and easy view of all of their upcoming 
appointments. We also provide users with the necessary tools they need to manage those 
upcoming appointments. 
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Cancel Appointment 

Need to cancel an appointment?  Check the appointment and click the Cancel Appointment button 
within the Actions Menu. 

  

 The Application Administrator creates and defines Cancellation Reasons in the event that an 
advisor might need to cancel an upcoming appointment. Notice the advisor is given the option for 
whom to cancel the appointment for, required to select a reason why the appointment is to be 
cancelled and lastly an option to enter a comment about the cancellation.  Clicking the Cancel 
Appointment button will instantly send out Cancellation Emails to all of the attendees alerting them 
the appointment has been cancelled. 

By default, the Upcoming Appointments grid will NOT show cancelled appointments.  Check the 
Show Cancelled check box to include cancelled appointments in the list of upcoming 
appointments. 
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As a last note about the Upcoming Appointments tab, as soon as the appointment starts, it will 
drop off this list and appear on the Recent Advising Appointments grid.  For example, if an advisor 
has an appointment today at 9:30am, as soon as the time reaches 9:30, that appointment will be 
dropped from the Upcoming Appointments list and added to the Recent Advising Appointments list. 

Starting an Appointment 

To file a report for a student in your queue and report upon that session simply click the Start 
Appointment button in the Actions Menu. Other options include: 

  

Not Attended To: This option should only be used at the end of your day/shift to signify which 
students you were not able to meet 
with.                                                                                                                               

Move to First Available: To move a student to the First Available queue, select the student and 
then click the link to Move to First 
Available.                                                                                                                                             
Send Message: If you would like to send a message via email or text to a student, select the 
student and click Send Message.                 

Remove: You should use this action when a student leaves without first meeting with an 
advisor.  You should then “Remove” them from the list.  This is different than the Not Attended To 
option in that the Not Attended To option the student actually waited to meet with an advisor but 
there was not enough time while the Remove option is for when the student leaves, on their own 
accord, without meeting with an advisor. 
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Advising Requests 

This tab displays students who have requested a meeting with their advisor(s).  We give users the 
ability to sort these requests by a location, making it easy to focus on a specific group of requests. 

 

 

Match Request - The Match Request action opens the Schedule an Advising Appointment screen 
where you can select a specific day and time in which to meet with this student.  It is important to 
read the Requested Meeting Time message from the student when creating your appointment. 

  

Send Message - You can use this option to send a message to a student. 

Remove -  This option lets you permanently remove an advising request. 
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My Calendar 
Your calendar in SSC is a quick way to view appointments or events at a glance. 

 

Key Features  

1. Add Calendar Event – Clicking Add Calendar Event will bring up your appointment scheduling 
page. 

2. Print Calendar – Here you can print your monthly or weekly calendar views directly to PDF. 
3. View today, day, week or month – Quickly choose to view just Today, or view by day, week or 

month. Using the left or right arrows allows you to view previous or future dates if desired. 
4. Notice the Legend just above the calendar grid. Options listed include:  Advising, Assignment, 

Tutoring, General, Course, Free Busy and Cancelled. Selecting one of the checkboxes 
enables associated appointments to show on the calendar grid and deselecting the checkbox 
hides them. (These options are automatically checked by default). 
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What a user is allowed to do on the calendar page can vary based on the permissions that are 
assigned to them.  For example, in order to use the drag and drop calendar functionality (moving 
one event from one day to another), the user would need permission to update an 
appointment.  This permission is called Appointment Update and is defined by the user role 
assigned to you by your Application Administrator. To view details of an appointment simply hover 
over the event on your calendar. A pop up like this one will appear. 

 

 

 

Clicking on the event will open the Manage Appointment dialog, allowing you to edit, cancel, or 
delete with the appropriate permissions.  
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List of Calendar Items-The List of Calendar Items tab provides in list form any appointments you 
have on schedule for Today, This week and Next week. There is also a Print Calendar option 
available for this view. If you have the permission to update appointments, then an option to Edit 
will also be available to you. 
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Using the Advanced Search 
 

The Advanced Search function within SSC Campus allows you to search for all students on campus 

while applying multiple different filters to create unique cohorts of students based on your search 

parameters. 

To use Advanced Search, select the "magnifying glass" icon under your Navigation bar, on the left side 

of your screen (bottom of the image): 

 

 

From here, you may begin to create a search from the four fields immediately presented: 
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However, selecting the Show Advanced Filters button above "Enrollment term" presents you with 7 

different fields to begin searching by: 

 

 

  

You will want to be mindful of which term's data you are searching by. You may change term data 

through either Enrollment Term or by using the Term Selector at the top of your page. 

Toggling different options under each section will alter the list of students you receive when the search 

is run. Since there are thousands of possible permutations, we will use an example: All Accounting 

Majors between a 2.00 - 3.00 GPA: 
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When you've refined your search parameters to reflect the student cohort you wish to find, select Search 

at the bottom of the page.  You will receive a list of students that match your parameters: 

 

 

 

From here, you may either Take Action through the Actions menu with one, several, or all of the 

students on this list, or you may Save your Search.  To save a search, next to where it says Unsaved 
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Student Search, click on the Save button, name your search, and then select Save Search to save the 

parameters you already entered for future use.  

  

Additional Filters 

• My Students Only - Search only students assigned to you. Advisor assignments can be direct, one-to-one 
assignments or indirect major or category assignments. Tutors most commonly have direct, one-to-one 
student assignments. Students are assigned to professors based on their course rosters. 

• Include Inactive - By default, the search results only display users who are active in the currently selected 
term. Checking this box includes students from past terms as well. 

Saving Lists of Students 
 

SSC Campus allows you to save two different types of lists of students, either Saved 

Searches or Watch Lists. 

  

Saved Searches 

 

After searching for and retrieving a list of students, SSC Campus allows you to save the search 

parameters you used so you may quickly re-run the same search without needing to manually enter in 

the parameters every time.   

To save a search, click on the button Save above your list of students.  It's at the top of the following 

image, next to "Unsaved Student Search": 

 

 

 

After you click Save, you will be asked to name your search.  We recommend you are as specific as 

possible, like the following example: 
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Once named, click Save Search.   

You have saved the search parameters from the advanced search you just ran.  The students you 

see on this list might change as their attributes change. For example, in the search above for 

Accounting Majors between a 2.00-3.00, if Botolf Adkerson switches majors, he will no longer appear 

on my list when I re-run this search.  Saving Searches always returns a list of the students that meet 

your search parameters, it does not save the students themselves. 

  

Watch Lists 

In the event you wish to save a list of students and do not necessarily care about their attributes, you will 

want to create a Watch List. A watch list is a static group of students that you can continually monitor 

over time. 

To create a watch list, run your Advanced Search and return a list of students.  Once you have your list, 

select all students you wish to add by selecting the gray box next to their name, or by selecting the entire 

list by clicking on the gray All box. After selecting your students, click on the Actions Menu: 

 

 

 

 

From here, select Watch at the bottom of the list: 
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You may either add students to an existing Watch List or you may select Create New List. 
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Once you name your list, click Save.  You have saved a static list of students that will not change 

over time. 

 

Using Your Saved Searches and Watch Lists 
 

Once you've created a Saved Search and/or Watch List, there are several areas within SSC 

Campus you may access them. 

 

Home Page 

The first place will be your home page.  By clicking on My Assigned Students For (Current 

Term), you will be able to select from any of your saved searches or watch lists to display 

on your home screen. 

 

 

 

  

Any time you select one of your Saved Searches, it will automatically run a search to give you 

the most up-to-date list. 
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Lists and Searches Tab 
 

Your Watch Lists and Saved Searches also have their own tab.  You may find it under 

the Navigation Menu as "Lists and Searches": 

 

 

  

Under this menu, you may access your saved searches and watch lists.  Additionally, you may 

create new lists from this page as well. 
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In the Advanced Search 
 

Saved Search: From the Advanced Search, you may access any of your previous saved searches 

to run: 
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Watch List: Under the Student Information tab, you may select one or more watch lists as a 

search filter: 
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Additional Search Filters 

Student Information 

 

Use this group of filters to search for students by personal identifying information, such as name, ID, 

gender, race, category, or tag. 

Objective:  Find students that are in a specific category or are associated with a specific tag 

Advisors might use this search to identify students that are associated with a specific group on campus 

that have completed specific milestones. 

Example:  Students in the baseball category who attended orientation 

 

 

 

Objective:  Find students on a specific watch list. 

An advisor might use this search to determine which students on his or her watch list may be in a given 

category, have a GPA, or is nearing the graduation credit threshold. 

Example:  Students on the ‘Tracking Honor students’ watch list who intend to transfer 
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Enrollment History 

 

Create logic statements to search for students by their enrollment status in a variety of terms. 

Objective:  Find students enrolled in the current semester 

 

 

Objective:  Find students that were enrolled in a past semester but are not enrolled in the current 

semester 

Advisors might use this search to identify students that were previously enrolled in taking courses but 

have not returned to school for the current semester. These students might benefit from a second-look to 

determine why they did not persist. 

Example:  Students that were enrolled in Fall Semester 2016 but are not enrolled in Spring Semester 

2017 
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Area of Study 

Combine elements of this filter to search for students based on areas of study, including college 

affiliation, degree, concentration, or major. 

 

Objective:  Find students that are enrolled in a specific major or group of majors. 

 

Faculty might use this search to see students that are currently enrolled in majors within the department 

they oversee. 
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Performance Data 

 

Search using these filters to segment student groups by GPA, credits earned, and hours attempted. 

 

Objective:  Find students that have a GPA within specific range 

 

Advisors might use this search to identify students in the ‘murky middle’ so that they can run targeted 

advising campaigns. 

 

 

Objective:  Find students that have earned credits within specific range 

 

Advisors might use this search to identify students who are nearing graduation to remind them about any 

graduation-related applications. 
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Term Data 

Select conditions within this group of filters to run a search for students using information associated 

with a specific term. 

 

Objective:  Find students that were enrolled in a course with a specific professor in the previous term. 

 

Faculty might use this search to identify students who took one of their courses in a past term. 
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Course Data 

 

Utilize this group of filters to query students based on courses, section, and status. 

 

Objective:  Find students that registered for a specific course in a previous or current semester. 

 

Advisors might use this search to identify students who have not yet registered for an important required 

course for a given major. 

 

 

 

Advisors might add additional filters to identify students who are registered for a specific course in an 

upcoming semester, but withdrew from a prerequisite course in a previous term. 
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Success Indicators 

Run a search using these filters to identify students based on predicted risk level or success marker 

completion status. 

Objective:  Find students that are have an upcoming success marker and a specific risk level. 

Advisors might use this search to identify students who have important key courses coming up and 

might need additional support. 
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SSC Campus – Report Library 
Below you will find a comprehensive list of all reports within the platform. In each report you are 
able to filter the results by using the Advanced Search filters. Some reports have additional filters 
that apply specifically to that report. In addition, all reports house data specific to the term, and 
some reports have the option to ‘ignore term’, so keep that in mind as you are running reports. All 
reports are exportable to excel, you can get to this by clicking actions and export to excel. Also 
within the actions you can hide/show specific columns that apply to that particular report. 

Finally, all reports are “actionable”, which means that you can take action directly from the search 
results. In some reports you can create campaigns, add appointments, send messages, view 
appointment details, add reports and notes, and add availabilities. 

Reports that are helpful to Advisors include, but are not limited to: 

• Daily Appointment Reports 
• This will give you a list of all appointments upcoming for the date range that you need 

• Advisor Summaries Report 
• This will give you a list of all of your summary reports created during a specified date range. 

You can run this per student or for a large group of your students. 
• Note Report 

• This will give you a list of all of your notes created during a specified date range. You can run 
this per student or for a large group of your students. 

• Students with/without Advising Appointments 
• This will give you a list of all of the students that have not yet met with you during a specified 

date range. This report will also let you send an appointment campaign from the actions 
menu. 

Progress Reports 

Student Progress Reports 

 
This report provides a simple summary of the student’s academic progress. The report displays 
students who received any type of Progress Report for their course(s) for the given term. This 
report identifies if a student is “At-Risk” or not for a course, and provides the comments about the 
student’s progress, displays number of absences, and displays grade associated to the Progress 
Report.Student Progress Reports 

• Fields: GF Evaluation ID; GF User ID; Student; Student Name; Category List; Course; At Risk?; 
Number of Absences; Grade; Comment; Evaluation Created By; Date submitted. 

 



GSU SSC Campus Advisor Manual     

  page 40 
   

 

UPDATED ON 10/31/2017   

Detailed Student Progress Reports 

This report provides more information as it relates to a student’s academic progress in a course in 
which a progress report has been submitted. This report displays students who received any type 
of Progress Report for their course(s) for the given term. This report identifies if a student is “At-
Risk” or not for a course, and provides the comments about the student’s progress, displays 
number of absences, displays grade associated to the Progress Report, and also Midterm and 
Final grades, informs faculty if the report was from an Early Alert – Progress Report Campaign 
initiative or not, and displays drop status for the course. 

• Fields: GF Evaluation ID; GF User ID; Student; E-mail address; Home phone; Cell phone; 
Class; Sex; Race; Major; Categories; Section; Course number; Course; At risk?; Number of 
absences; Grade; Comment; Date submitted; Evaluated by; Dropped?; Course dropped at; 
Midterm grade; Final grade; Completed; From Campaign. 

Student Progress Reports Flagged At-Risk 

The report is a condensed version of the Student Progress Report that only displays those 
students who have been marked At-Risk by faculty. 

• Fields: GF Evaluation ID; GF User ID; Student Name; Category List; Course; At Risk?; Number 
of Absences; Grade; Comment; Evaluation created by; Date submitted. 

Detailed Students Flagged At-Risk 

This report displays the same type of information as the Student Progress Reports Flagged At-
Risk, and identifies if the At-Risk status was from the Early-Alert Progress Report Campaign or not. 

• Fields: GF Evaluation ID; GF User ID; Student; E-mail address; Home phone; Cell phone; 
Class; Sex; Race; Major; Categories; Section; Course number; Course; At risk?; Number of 
absences; Grade; Comment; Date submitted; Evaluated by; Dropped?; Course dropped at; 
Midterm grade; Final grade; Completed; From Campaign. 

At-Risk Progress Reports and Tutor Appointment: 

This report shows a list of students who have been marked At-Risk by faculty and if the student 
received tutoring services. 

• Fields: GF User ID; GF Evaluation; Student ID; Student Name; E-mail address; Major; 
Categories; GF Course ID; Section; Course number; Course; Dropped; Course dropped at; 
Midterm grade; final grade; Date submitted; At Risk?; Number of absences; Grade; Comment 
Tutor appointment; ld. 
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At-Risk Progress Reports and Advisor Appointment 

This report shows a list of students who have been reported At-Risk in a course and any advisor 
appointments. This report shows if students who are marked At-Risk are being processed 
effectively with advisor appointments. Also, with Dropped Dates, Advisor Appointment Dates, and 
Grades, the report shows effectiveness of those actions. 

• Fields: Student Name; Email Address; Major; Categories; Section; Course Nol Course; 
Dropped?; Midterm Grade; Final Grade; Date Submitted; At Risk?; Number of Absences; 
Grade; Comment; Advisor Appointment Created; Appointment Count; Student Attended; 
Instructor; Instructor Name; Alert Reasons 

Progress Report Requests 

This report displays all Progress Report requests by professor and Student during the date range 
selected. 

• Fields: Student Name; Student ID; Class; Section; Course No; Course; Name; Created At; 
Response; At Risk?; Grade; Comment; Number of Absences; Date Submitted; Alert Reasons; 
Dropped?; Dropped At; Instructor name 

Alerts and Cases Reports 

Alerts 

 
This report will display all Alerts issued on students between the date range selected. This report is 
filterable by Alert Reason as well.Alerts 

• Fields: Student Name; Alert Reasons; Created at; Issued By; Associated Courses; Tags 

Cases 

This report will display all Cases opened or closed on students between the date range selected. 
This report is filterable by Alert Reason and Case opener as well. 

• Fields: Student ID; Alternate ID; Student Name; Email Address; Cell Phone; Open; Alert 
Reasons; Created At; Course No; Campaign; Issued By; Assignees; Closed At; Closed By; 
Tags; Comments; Closed Reason 
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Absence and Enrollment Reports 

Absence 

 

This report displays any and all absences recorded within a specific date range. 

• Fields: GF User ID; Enrollment; Student ID; Student; Student Name; Category; GF Section ID; 
Course #; Section; Course; Total Class Absences; Total Class Excused; Total Absences; Total 
Excused; Enrollment. 

Absence Details 

This report display any and all absences recorded within a specific date range. 

• Fields: GF User ID; GF Absence ID; Student ID; Student; Student Name; Categories; GF 
Section ID; Course #; Section; Course; GF Absence ID; Absence Date; Absence is Excused; 
Absence Comment; Creator; Creator External; Creator Name; Created at. 

All Recorded Attendances 

This report displays all attendances taken between specific date ranges. It will show whether 
attendance has been taken and if a student was marked absent, present or tardy. 

• Fields: Unique; GF User ID; Student; Student External; Student Name; Categories; Course; 
Instructors; Course Time; State; Excused?; Comment. 

Sections with/Without Attendance: 

This report will display all of the courses that have had any recorded attendance or not. You are 
able to filter on Date, Complete, Incomplete, or No Response. 

• Fields: Instructor, Instructor Name, Course, Course Time, Recorded, Attendance Count, 
Attendance Recorded At, Attendance Creator Name. 

Dropped Classes 

This report shows any and all student who have dropped a class. 

• Fields: GF User ID; GF Enrollment ID; Instructor; Student ID; Student; Student Name; Course #; 
Section; Course; Class Times; Begin Date Time; End Date Time; Monday; Tuesday; 
Wednesday; Thursday; Friday; Instructor; Course Dropped at; Last Day of Attendance. 
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Non-Campaign Enrollment Census Report 

This report pulls from attendance information and will display the last day of attendance, and/or 
other enrollment information as provide by instructors. 

Assignment & Miscellaneous Reports 

Users Who Have Logged In 

 
Displays a list of all users who have logged into SSC Campus - this report does not populate info if 
your institution is using SSOUsers Who Have Logged In 

• Fields: GF User ID; Student; Student name; E-mail address; Cell phone; Activated on; edit 

Users Who Have Not Logged In 

Displays a list of all users who have not logged into SSC Campus - this report does not populate 
info if your institution is using SSO 

• Fields: GF User ID; Student; Student name; E-mail address; Cell phone; Activated on; edit 

Student Assignments Report: 

Generates a list of all student assignments that have been created for students. 

Student Assignments Past Due Report 

Generates a list of all student assignments that are considered past due for students. 

Professors Active for Term 

Displays a list of all professors that are active for the current term. 

• Fields: Professor; GF User ID; Student ID; Professor name; E-mail address; work phone; 
Classes taught; Activated at; Absences marked; Progress report. 

Study Hall Reports 

Students Currently Checked In 

Displays a list of all students who are currently checked into study hall.Students Currently Checked 
In 
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Students who Recently Checked Out 

Displays a list of all students who were recently checked out of study hall as of today. This report 
refreshes each day. 

Charity Time 

Displays charity times that have been assigned to students within a specific date range. 

Completed Required Study Hours 

Displays a list of students who have completed their required weekly study hall hours. 

Did Not Complete Required Study Hours 

Displays a list of students who have not completed their required weekly study hall hours. 

Weekly, Monthly, Term Time 

This report will display all Study Hall time required and captured within the date range that is 
chosen. 

• Last Name, First Name, Class, Categories, Required Time Per Week, Required Time per Date 
Range, Total Time, Remaining Time, Student ID. 

History Log: 

Displays a detailed history log of a study hall time logged by students within a specific date range. 

Student Information Reports 

Students Active For Term 

Lists all students who are considered active for the current term.Students Active for Term 

• Fields: Student; GF User ID; Student ID; Student name; E-mail address; cell phone; Term credit 
hours; Name; Majors; Overall gpa; Minutes per week; Enrolled courses; Dropped courses; 
Absences; Unexcused absences; Categories; Tags; Is at risk; Date of birth; Race; Activated at; 
Address 1; Address 2; City; State; Zip. 
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Students with/without Advisors 

The following is a list of students with their advisors. Each student is listed for each advisor. If a 
student has multiple advisors, he will be listed twice, which allows for easier processing in Excel. 

• Fields: Student; Unique; GF User ID; Student ID; Student name; E-mail address; class; Cell 
phone; Categories; Majors; Advisors name; E-mail address; Assigned through. 

Students with Courses 

This report gives a summary for each student's courses this term. Due to the size of the report, if 
the report does not load try one of the following 1) filter to smaller groups (i.e. category, tag, or 
classifications) or 2) export to Excel without showing on screen by clicking "Print Report" to the 
right without "Searching." Using this report in Excel, you can weight absences, at-risk evaluations, 
tutor requests, and tutor appointments. 

• Fields: Student name; GF Enrollment ID; Student ID; GF User ID; E-mail address; Cell phone; 
Total credit hours; Name; Majors; Course name; Dropped?; Course dropped at; Midterm grade; 
Final grade; Total evaluations; At risk evaluations; Absences; Excused absences; Tutor 
requests; Tutor requests fulfilled; Tutor appointments 

Students by Category and Course 

This report displays each student’s course schedule (Course Starts On; Course Ends On; Class 
Starts At; Course Ends At; Meeting Day(s); and Meeting Location). 

• Fields: GF user ID; Unique; Student ID; Student Name; Categories; Classifications; Majors; 
Cumulative GPA; Term credits; Section; Hours; Course #; Course; Starts on; Ends on; Class 
starts at; Class ends at; Meets; Location; Midterm grade; Final grade; Dropped?; Courses 
dropped at; Number of absences; Projected grade; Professor comments; Completed by. 

Notes 

This report will display any and all notes that have been created for a student within a specific date 
range. 

• Fields: GF User ID; GF Note ID; Author; Student; Student ID; Student name; Note; Due at; Is 
completed; Created at; Authors name; Edit note. 
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Student Service Reports 

Student Services 

This report will show all student services utilized by each student. This report is filterable by 
location and service.Student Services 

• Fields: Created At, Student ID, Student Name, Categories, Appointment Reasons, Appointment 
Comments, Appointment Type, Course, Course Number, Date of Birth, Cumm. GPA, Term 
GPA, Email Address, Class, Majors, Tags, Race, Check In Location, Visit State, Visit Type, Visit 
Modified At, Duration, Check In Date, Check Out Date, Check Out Location, Checked out From 
Report, Checked out From Profile, Tutor Name, Advisor Name, Report Summary 

Student Services by Section 

This report shows all services utilized by student and the section in which they are enrolled. This 
report is filterable by location and service. 

• Fields: Created At, Student ID, Student Name, Categories, Appointment Reasons, Appointment 
Comments, Appointment Type, Course, Course Number, Date of Birth, Cumm. GPA, Term 
GPA, Email Address, Class, Majors, Tags, Race, Check In Location, Visit State, Visit Type, Visit 
Modified At, Duration, Check In Date, Check Out Date, Check Out Location, Checked out From 
Report, Checked out From Profile, Tutor Name, Advisor Name, Report Summary, Sections, 
Section External ID 

Tutor Reports 

Tutor Appointments 

This report lists students who received any tutoring services (Drop-Ins or Scheduled 
Appointments, and/or Reasons/Services) within a specified date range.Tutor Appointments 

• Fields: GF User ID; Evaluation ID; Tutor; Student; Begin date time; Location; Reported duration; 
Tutor name; Student ID; Student name; Course #; Appointment reason; Appointment 
comments; Is report filed. 

Tutor Appointment Details 

This report is shows the same information as the Tutor Appointments Report, and also provides a 
summary of what was covered in the tutoring session. The additional information allows for more 
in-depth analysis. 

• Fields: GF User ID; Evaluation ID; Tutor; Student; Student ID; Tutor name; Tutor external; 
Student name; Categories; Student external; Appointment created; Begin date time; End date 
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time; Duration; Location; Reported duration; Is report filed; Is no show; Unused slots; course #; 
Course; Appointment reason; Appointment comments; Summary. 

Tutor Summaries 

This report will show you all summary reports for tutoring created during the date range that you 
have chosen. You are able to filter by tutor, location, or service within this report. 

• Fields: GF User ID; GF Evaluation ID; Student Name; Student ID; Organizer Name; Categories; 
Appointment Reason; Appointment Comments; Course #, Course, Appointment Type; 
Appointment Date; Date Submitted; Appointment Created By; Class; Duration; Reported 
Duration; Did Attend; Follow-Up: Tutor Report; Explain Material?; Prepared?; Upcoming 
Assignment; Better Understand?; Positive Response?; ON time?; Objectives; Assignments; 
Goals; Study Skills; Summary.  

Tutor Detail Summaries 

This report will show you all summary reports for tutoring created during the date range that you 
have chosen. You are able to filter by tutor, location, or service within this report. 

• Fields: GF User ID; GF Evaluation ID; Student Name; Student ID; Organizer Name; Categories; 
Major; Term Credits; Appointment Reason; Appointment Comments; Course #, Course, 
Appointment Type; Appointment Date; Date Submitted; Appointment Created By; Class; 
Duration; Reported Duration; Did Attend; Follow-Up: Tutor Report; Explain Material?; 
Prepared?; Upcoming Assignment; Better Understand?; Positive Response?; ON time?; 
Objectives; Assignments; Goals; Study Skills; Summary. 

Daily Tutor Appointments Report 

This report shows a list of the current day’s tutoring appointments.   

• Fields: GF User ID; Tutor; Student; Begin date time; Tutor name; Student ID; Student name; 
Categories; course #; Course; Appointment reason; Appointment comments; Reported duration; 
Student phone; Student email; Tutor cell phone; Student work phone; Tutor email. 

Tutor No-Shows 

This report only applies to Scheduled Tutoring Appointments and displays students who were 
marked as a No-Show to their scheduled tutoring appointment. 

• Fields: Tutor; GF Evaluation ID; GF User ID; Student; Begin date time; Tutor name; Student ID; 
Student name; Appointment created; Course #; Course; Appointment reason; Appointment 
comments; Summary. 
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Tutor Cancellations 

This report will show you all Tutoring appointments that have been cancelled within the date range 
that you have chosen. You are able to filter on tutor, location, service, or cancellation reason. 

• Fields: Student name; Classification; categories; Appointment Reasons ; Appointment Type; 
Location; Begin Date Time; Cancelled On; Counted As No Show; Appointment Cancelled By; 
Cancellation Reason; Cancellation Comment; Appointment Created By 

Tutor Stats 

The tutor Stats Report gives the tutor coordinator the ability to view exactly how their tutors are 
being utilized in regards to tutor appointments. This report was designed to help users 
manage/maintain specific tutor utilization levels. 

• Fields: GF User ID; Tutor; Student ID; Tutor name; Student count; Appointment count; 
Appointment attendance; Evaluation count; Schedules; Walkins; No show count; Logged time; 
Calendar time. 

Tutor Requests Report 

This report lists out each Tutor Request that is made within the platform. Within the report you can 
view if a request has been matched or not, the course, and student name. 

• Fields: GF User ID; Created at; Student ID; Student name; Email address; Class; Comment; 
Course dropped at; Midterm grade; Final grade; Section; Course #; GF course ID; Course; Is 
matched; Matched at; Tutor name; Meeting times; Begin date time; Requested by. 

Tutor Requests by Course 

This report lists tutors by the course and availability. Please note, when using 'Export to Excel' for 
this page, the export will contain one line per 'Availability' set by the tutor. Therefore, some tutors 
and courses will be listed multiple times. This allows for better data manipulation within Excel. 

• Fields: Course; Course #; Number of tutor requests. 

Tutors by Course 

This report lists tutors by the course and availability. Please note, when using 'Print Report' for this 
page, the export will contain one line per 'Availability' set by the tutor. Therefore, some tutors and 
courses will be listed multiple times. This allows for better data manipulation within Excel. 

• Fields: GF User ID; Student name; Cell phone; Email address; Course #; Course; Maximum 
tutor hours; Available times; Begin time; Sunday; Monday; Tuesday; Wednesday; Thursday; 
Friday; Saturday; End Time. 
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Tutor Availabilities 

This report will display all availabilities for Tutor users. In this report you can add, remove, and edit 
availabilities. You are also able to add availabilities en masse for Tutors. 

• Fields: Tutor Name; Location; Student Services; Courses; Available Times; Begin Time, End 
Time; Days; Is Active; Duration; Purpose 

Tutor Payroll Reports Tutor Payroll Approval: 

The reports provided for Tutor Payroll Approval allow tutor management staff to review all 
timesheets (both submitted and not submitted yet) for their tutors, based on a selected pay period. 
You can select one or more timesheets and approve them. Once approved, the timesheet will be 
available to print as a one-page document, suitable to turn into the financial office for payment. 

Tutor Payroll Requests 

Payroll Approval 

The reports provided for Tutor Payroll Approval allow tutor management staff to review all 
timesheets (both submitted and not submitted yet) for their tutors, based on a selected pay period. 
You can select one or more timesheets and approve them. Once approved, the timesheet will be 
available to print as a one-page document, suitable to turn into the financial office for 
payment.             Payroll Approval 

Tutor Hours Summary 

This report generates payroll summary sheets (or timesheets) for tutors that, for the selected pay 
period, have been approved by tutor administrators. These sheets are printable as one-page 
documents that can be turned in to the financial office for payroll processing. 

Detailed Tutor Hours Summary 

This report generates payroll detailed sheets (or timesheets) for tutors that, for the selected pay 
period, have been approved by tutor administrators. These sheets are printable as one-page 
documents that can be turned in to the financial office for payroll processing. 

Advisor Reports 

Advisor Appointments Report 

Report that displays specific advisor appointments within a specified date range. This is a 
summary report.Advisor Appointments Report 
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• Fields: GF User ID; Advisor Name; Begin Date Time; Duration; Reported Duration; Location; 
Appointment Type; Student ID; Student Name; Appointment Reason; Appointment Comments; 
Is Report Filed. 

Advisor Appointment Details 

Report that displays specific advisor appointments within a specified date range. This is a detailed 
report. 

• Fields: GF User ID; Advisor Name; Student Name; Student ID; Begin Date Time; End Date time; 
Appointment Created By: Duration; Location; Appointment Type; Is Report Filed; Is No Show; 
Summary. 

Students With/Without Advising Appointments 

This report will display all students that have with or without an advising appointment between the 
date ranges chosen. This report is filterable by Advisor, Location, and Service. 

• Fields: Student Name; Had Appointment; Student; Assigned Advisors; Categories; Tags; 
Student Email Address; Majors; Classifications; Appointment Type; Date of Appointment; 
Appointment Advisor; Was Cancelled; Cancellation Date; Is no Show; Is Report Filed; Calendar 
Insance 

Advisor Summaries 

This report will show you all summary reports for advising created during the date range that you 
have chosen. You are able to filter by tutor, location, or service within this report. 

• Fields: GF User ID; GF Evaluation ID; Student Name; Student ID; Organizer Name; Categories; 
Appointment Reason; Appointment Comments; Course #, Course, Appointment Type; 
Appointment Date; Date Submitted; Appointment Created By; Class; Duration; Reported 
Duration; Did Attend; Follow-Up: Tutor Report; Explain Material?; Prepared?; Upcoming 
Assignment; Better Understand?; Positive Response?; ON time?; Objectives; Assignments; 
Goals; Study Skills; Summary. 

Advisor Detail Summaries 

This report will show you all summary reports for advising created during the date range that you 
have chosen. You are able to filter by tutor, location, or service within this report. 

• Fields: GF User ID; GF Evaluation ID; Student Name; Student ID; Organizer Name; Categories; 
Major; Term Credits; Appointment Reason; Appointment Comments; Course #, Course, 
Appointment Type; Appointment Date; Date Submitted; Appointment Created By; Class; 
Duration; Reported Duration; Did Attend; Follow-Up: Tutor Report; Explain Material?; 
Prepared?; Upcoming Assignment; Better Understand?; Positive Response?; ON time?; 
Objectives; Assignments; Goals; Study Skills; Summary. 
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Daily Advisor Appointments 

This is a report that displays all advisor appointments for a specific day or date range. 

• Fields: GF User ID; Organizer; Student ID Begin Date Time; Appointment Type; Duration; 
Reported Duration; Assigned Advisor; Categories; Appointment Reason; Appointment 
Comments; Student Phone; Student Email; Advisor Phone; Advisor Email; Appointment 
Created. 

Advisor Activity Report 

This report will display all appointment activity in the platform during a specific date range chosen. 
You are able to filter on Advisor, Location, and Reason. All of the data is student specific showing 
you the details of those activities. 

• Fields: Created at; Student ID; Categories; Appointment Reason; Appointment Comments; 
Appointment Type; Course Number; Course Name; Date of Bitht; Cumm. GPA; Term GPA; 
Email Address; Class; Majors; Tags; Race; Visit; Location; Check in Location; Checked out 
From Report; Checked out from Profile; Advisor Name; Begin Date Time; End Date Time; 
Appointment Created At; Scheduled Duration; Loaction 

Advisor Cancellations 

This report will show you all Advising appointments that have been cancelled within the date range 
that you have chosen. You are able to filter on advisor, location, service, or cancellation reason. 

• Fields: Student name; Classification; categories; Appointment Reasons; Appointment Type; 
Location; Begin Date Time; Cancelled On; Counted As No Show; Appointment Cancelled By; 
Cancellation Reason; Cancellation Comment; Appointment Created By 

Advisor No-Shows 

This report displays a list of those students who were marked as a no-show for their advisor 
appointments. 

• Fields: Advisor Name; GF User ID; Student Name: Student ID; Begin Date Time; Appointment 
Created By; Appointment Reason; Appointment Comments; Summary. 

Advisor Stats 

This report will give you statistical numbers for each advisor. This report will show you how many 
appointments; student counts, and reports that the advisor has had during the specified date 
range. 
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• Fields: Advisor Name; Student Count; Appointment Count; Appointment Attendee Count; 
Evaluation Count; Attended Count; No Show Count; Cancelled Count; Scheduled; Walk Ins; 
Logged Time; Calendar time 

Advisor Conversation Stats 

This report will display how many texts, emails, and phone calls that each advisor has initiated 
during the date range selected. 

• Fields: Advisor Name, Email Send Count, SMS Count, Phone Call count 

Advising Request Report 

This report lists out each Advisor Request that is made within the platform. Within the report you 
can view if a request has been matched or not and student name. 

• Fields: Created At; Student ID; Student Name; Reason; Email Address; Class; Comment; Is 
matched; Matched At; Matched By; Advisor; Advisor Name; Email Address; Name; Location; 
Meeting Times; begin Date time; End Date Time; Monday; Tuesday; Wednesday; Thursday; 
Friday; Saturday; Sunday; Requested by; Creator 

Advisor Availabilities 

This report will display all availabilities for Advisor users. In this report you can add, remove, and 
edit availabilities. You are also able to add availabilities en masse for Tutors. 

• Fields: Advisor Name; Location; Student Services; Courses; Available Times; Begin Time, End 
Time; Days; Is Active; Duration; Purpose 

Summary Reports  

Advisor and Tutor Summaries 

The Student Summary Reports shows both advising and tutoring evaluations for appointments. 
Below, only appointments with evaluations will show. To find appointments without evaluations, 
please use the 'Tutor Appointments' or 'Advisor Appointments' reports.Advisor & Tutor Summaries 

• Fields: GF User ID; Student ID; Advisor; Evaluation Count; Attended Count; No Show Count; 
Scheduled; Walk-ins; Logged Time; Calendar. 

Advisor & Tutor Summaries Detail 

The Student Summary Reports shows both advising and tutoring evaluations for appointments. 
Below, only appointments with evaluations will show. To find appointments without evaluations, 
please use the 'Tutor Appointments' or 'Advisor Appointments' reports. 
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• Fields: GF User ID; GF Evaluation ID; Student Name; Student ID; Organizer Name; Categories; 
Appointment Reason; Appointment Comments; Course #, Course, Appointment Type; 
Appointment Date; Date Submitted; Appointment Created By; Class; Duration; Reported 
Duration; Did Attend; Follow-Up: Tutor Report; Explain Material?; Prepared?; Upcoming 
Assignment; Better Understand?; Positive Response?; ON time?; Objectives; Assignments; 
Goals; Study Skills; Summary. 

Cancellation Summaries 

This report will display all cancellations during the date range selected. You are able to filter off of 
Student Service, Location, and Cancellation Reason in this report. 

• Fields: Student Name; Classification; Categories; Organizer Name; Appointment Reason; 
Appointment Type; Location; Begin Date Time; End Date Time; Cancelled on; Counted as no 
show; Appointment Cancelled By; Cancellation Reason; Cancellation comment; Appointment 
Created by 

Cancellation Summary Statistics 

This report will display total numbers of cancellations, total appointments created, and the 
percentage of appointments that were cancelled. 

• Fields: Cancellation Reason; Recorded Cancellations; Percentage of cancelled appointments 
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Success Progress 
Clicking on the notifications number will take the user to the Success Progress page, where they 
will see details about the notifications related to Success Markers. Success Progress shows the 
student's academic summary as well as success markers and the student’s performance against 
the success markers. Success markers are a course or group of required courses key to student 
success within a major, frequently first and second year courses, which are entered into site so 
that advisors can identify and intervene with students who not completing the markers. These are 
based on the timeframe (credit accumulation) by which students must complete the course and the 
recommended grade threshold that students should achieve. 

 

Users can learn more about success marker details by clicking any requirement that is blue. They 
can also look at completed, current, or upcoming notifications by selecting the appropriate button. 
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The Student Progress section also shows the student’s GPA trend and credit accumulation, two 
factors used by the predictive model to determine student risk level. Users can view GPA term by 
term, at the institution, or overall (e.g. the combination of cumulative and transfer GPA). If your 
institution does not provide term and institution GPA, you will only see cumulative GPA. Likewise, 
users can view credit accumulation by term or cumulative credits accumulated, further broken out 
by credits attempted and credits completed when applicable. 
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Troubleshooting and Help Center 

The help center (Question mark icon) is located in the top right corner 

 

Once in the Help Center, there will be guides and tutorials for all users.  
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Navigating Advisor Home Page 

 

 

a. The vertical icon bar to the left 
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b. Horizontal tabs  
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c. Student List(s) 
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d. Recent advising reports 
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Navigating Student Profile 

To view a student’s profile, simply click the students name via the link anywhere in Campus. The 

Overview will be the first tab displayed. 

Student profiles are at the center of the advising application. However, to understand the importance of 

what the student profile can do, some background understanding is required which is covered in this 

overview. The student profile is a set of information about the student and their academic performance at 

your institution. It has details similar to a limited SIS profile. However, our profile significantly differs in 

its focus and contains information centered on proactively identifying students at risk of not graduating in 

their major and providing the tools to support the student. 
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The Academic Summary shows the student’s major and division, number of Ds and Fs the student has 

received, number of repeated courses and withdrawals, the risk indicator for the student for his or her 

major, and most recent term of enrollment. 

Users can also see the student’s major, GPA, total credits, institution completion ratio (earned credits 

divided by attempted credits), missed number of success markers, number of staff alerts, categories/tags, 

staff working with the student, and if the student has received any support on campus. By rolling over 

underlined information, users will get more detailed information. 
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Starting an Appointment Campaign 

Appointment Campaigns 

Campus Appointment Campaigns enable the advisor to request that specific students select a 

specific date and time in which to schedule an appointment instead of the advisor creating 

appointments for each and every student.  This feature is commonly used when an advisor must 

meet with all of their students at least once per term. To begin, click on Appointment Campaigns 

under quick links and follow the setup steps. 

The click on Appointment Campaign under Actions on the left hand side and follow the steps 

below. 
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Step 1: Define the Campaign - SSC Appointment Campaigns enable the advisor to request that 

specific students select a specific date and time in which to schedule an appointment instead of the 

advisor creating appointments for each and every student.  This feature is commonly used when 

an advisor must meet with all of their students at least once per term. To begin, click on 

Appointment Campaigns under Options > Create a New Campaign and follow the setup steps. 

 

 

Enter the Name of Campaign-The name of the campaign only appears to the advisor. This needs 

to be a name that makes sense to you. 
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Email Subject- The topic will be the subject of the email going to the student. 

Special Instructions to Student - This will be your message to the student. 

Choose the advisors for the Appointment Campaign - will let you select multiple advisors if 

desired.  For instance, if you want a student to meet with you or any other advisor, select them 

here. 

Choose the Start and End Date- This will be the date range for which you want the students to 

make their appointments. 

Length of the Appointment- This is where you define exactly how long the appointment will be.  

Durations include 10, 15, 30, 45 and 60 minute intervals. 

Appointments Limit- This will determine how many appointments you wish for the student to 

schedule.  

Location- Select the location of where the appointment(s) will be held. 

Step 2: Select Recipients of Campaign- Once the Campaign Details are created and the selections 

are defined, the next step is adding recipients. Click Continue to select Students to Invite. Here 

you can use the tabs to search for recipients in several ways. 

 

  

 

You have several ways to search for and select your students.  

Invite All My Assigned Students: Provides users with students that are assigned to me. 



GSU SSC Campus Advisor Manual     

  page 67 
   

 

UPDATED ON 10/31/2017   

Advanced Search: Provides users with advanced search filters to find, and select, students. When 

you select students from a tab, click Continue to move to the next page. Next you can review what 

the email message will say and look like. 

Step 3: Add Advisors to Campaign- You will need to select yourself as the advisor for the 

campaign. You may also have the option to select additional advisors to make them available for 

appointments based on the campaign. Advisors will need to have availability defined before they 

can be added to an appointment campaign.  

Note: If your school does not use Campaign Availabilities you can check the box to Include 

Appointment Availabilities to show available advisors. This section will default to search for 

campaign availabilities first. 

 

Step 4: Compose your Message- Compose the message that you will send to students in the 

invitation to schedule a tutoring appointment through the campaign. 
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Email Subject:  The topic will be the subject of the email going to the student. 

Instructions or Notes: This will be your message to the student. 

Note: This screen will also give you a preview of what the invite will look like. 

Step 5: Confirm and Send- Please make sure that you review your selected options before you start 

the campaign. Click Send when you are ready to email the invites to the selected students. 

 

 

Review the campaign details one more time and then click Send. 
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Sample Practice Exercises 

The following exercises are to be performed in the test environment (NOT IN THE PRODUCTION 

(LIVE) SITE). Please 

➢  Setup availabilities for in your advisement center and campaign 

➢  Create mass tag for 20 random students (Save tag as your name and date) 

➢  Send email to tagged students from previous exercise 

➢  Create watch list (save as your last name) of 20+ students with the following criteria:  

▪ Pre-Psychology Major; GPA between 2.5 and 3.5; Last Names filter of D through P. 

➢  Create saved search :(save as last name and Fall 2015)of students with the following search 

features: 

▪ Pre-Marketing Major; GPA between 0 and 2.5; two or more missed success markers. 

➢  Schedule appointment with two students 

➢  Create appointment campaign to tagged students from earlier exercise 

➢  Create reminder for two random students 

➢  Select a student and create a note for student with your name in the note. 

➢  Sign student into queue using advising center 

➢  Start appointment, select reason (ADV:InPerson, etc.), input TEST and your name in 

summary, save report. 
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Practice Exercises 

Exercises for Exploring Key Areas of the SSC—Campus Platform 

          Setting Up Your Availability 

1. Add availability: As a new user, the first thing you need to do is set up availability in SSC—Campus so 

that students can schedule appointments to see you. Typically, you offer time for scheduled advising 

appointments from 10:30am to 12:30pm on Tuesday, Wednesday, and Thursday and from 3:00pm to 

4:00pm on Monday. You also offer drop-in hours from 2:00pm to 5:00pm on Wednesday and Thursday. 

• From the Advisor Home page, navigate to the “My Availability” tab. 

• Click on “Edit Appointment Constraints” and make it so that students need to sign up for 

appointments at least 6 hours in advance. Set your default appointment length to 30 minutes. Don’t 

forget to save these settings by clicking “Update Constraints.” 

• Click on “Add Time” and add the availability as mentioned above. Specify the location where you will 

offer these hours (e.g., Academic Success Center, CLAS Advising Center) and specify that you want 

this availability to stay on your calendar for just the current semester. Make sure to use the last field at 

the bottom of the window to add all student services that you want to offer, so students can sign up for 

specific services. 

2. Edit Availability: Your manager has just asked you to provide another 3 hours of drop-in availability in 

the afternoon on Tuesday. 

• Click “Edit” beside your existing availability for drop-in advising and revise it to include Tuesday. 

3. Copy Availability: You want to offer another hour for scheduled appointments from 3:00pm to 4:00pm 

on Friday. 

• Since it is very similar, select your Monday availability and click “Copy time.” Switch the day to 

Friday. 

4. Delete Availability: A meeting for the Student Support Committee you sit on has just moved to 3:00pm 

on Mondays and student demand is typically pretty low on Mondays anyway. 

• Select your Monday availability and click “Delete Time” to remove it. 

5. Setting Up Availability for a Campaign: You’ve just launched a campaign and want to make sure there 

is dedicated time for targeted students to make appointments with you. 

• Add two hours of campaign availability whenever you want. The campaign will only run for the next 

month, so limit the duration to one month from today. 

Searching For Students 

1. Simple search: Simple search enables you to generate a list of users that match some basic criteria: 

Keywords (e.g., name, email, ID number), Type (e.g., student, tutor, professor), Enrollment Status, and 

Enrollment Term. 

• Navigate to the search homepage using the fly-out menu on the left side of the screen. The search icon 

is a magnifying glass. 

• First, use the drop down menus to find all students named “Sam” that were enrolled in Spring 2016. 

For this search, you would enter “Sam” as your Keyword, “Students” as your Type, “Enrolled” as 

your Enrollment Status, and “Spring 2016” as your Enrollment Term. Click “search” to load your 

results. 
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• Next, find a list of currently enrolled students assigned to you. To do this, do not enter a keyword. 

Instead, select “Students” as your type, “Enrolled” as your Enrollment Status, “Spring 2016” as your 

Enrollment Term, and check the box next to “My Students Only.” 

2. Advanced search: Allows you to search on multiple filters that build upon one another. 

• Navigate to the search homepage once again. To the right of Simple Search, click the button “Show 

Advanced Filters” 

• Search for students that meet the following criteria (Hint: click the down arrows on the right hand side 

to expand filters and insert your criteria) 

1. Cumulative GPA between 1.0 and 2.0 

2. Classification of Sophomore 

3. Actions from search: Once you have generated a list of students, click the box next to a student name to 

select a student OR click the box next to “ALL” to select all students on the list. Then click the drop 

down arrow beside “Actions” on the left hand side.  

• Note the available actions. Click the following options to see how each of these functions can be used: 

1. Send Message 

2. Appointment Campaign 

• Note 

1. Others of your choice! 

Navigating a Student’s Profile 

1. Choose a student from your list of assigned students. 

1. Click each of the tabs across the top of the page to familiarize yourself with the content of each. 

1. Overview 

• Success Progress 

1. Reports/Notes 

2. Class Info 

3. Major Explorer 

• More (select options from the drop down menu). 

 


