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CardSmart, formerly GradesFirst, is the University of Louisville’s name for SSC-Campus, a
product of the Education Advisory Board’s (EAB) Student Success Collaborative (SSC). This
program is a Student Success Management System (SSMS) designed to link advisors, faculty,
and other staff to students. It allows advisors to proactively manage their advisee caseloads and
advising centers to manage their appointments.

Logging In
While learning to navigate CardSmart, you may use the training site, using your U of L user ID

and password at the following link:
https://louisville-training.gradesfirst.com

Introduction

To access the live site, log in at the following link (bookmark this for regular use):
https://louisville.campus.eab.com/

@ EAR | Campus

Student Success Collaborative™

User Name:

Password:

Log in to Campus

ar

Return to Kiosk Mode

© 2017 EAB. All Rights Resernved. For support, please contact SSCCampusTechSupport@eab.com
Browser: Firefox 56 on Windows.
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Advisor Home

When you first log in, you will see your Advisor Home page. From here you can access:

A. Various CardSmart features using the red toolbar to the left,

B. Your assigned students (by currently enrolled or all assigned), upcoming
appointments, set appointment availability, and advising queue,

Quick search for CardSmart profiles,

Quick links to schedule events, the download center for reports you have run, and
appointment campaigns,

View your upcoming Reminders you have set for students,

A quick view of your soonest upcoming appointments, and

. Your recent advising appointment reports created.

o0

G mm

See the screenshot below for a labelled overview of these components:

! ® Home | S5C Campus XY @ Home | SSC Campus X

<« C | & Secure | https/louisville-training.gradesfirst.com/home/?|dap_token=RaNsHkz7ZbQ_qgmkVGwSvA Q9 ¥
@ 200 e N
B
< i
Advisor Home ~ C
Students | Upcoming Appointments | My Avalability | Advisi

D $ Quick Links
Take me to.

My Assigned Students For Summer 2017 «

-
i
Schedule Gene vent
& p—
? ALL STUDENT NAME + ID WATCH LIST s CUM GPA o PREDICTED RISK LEVEL
Q No matching records found
g E ® Reminders
-
ﬁ David Bechard
e more
G F @ Upcoming Appointments
Youhave ns upcoming aspaincmens
Advisor Reporting
Recent Advising Appeintment Recent Reports You Created

Recent Advising Appointment

Actions v mShow Cancelled
o COMMENT ATTENDEE . TIME REPORTFILED? # DETALS

o 2 i Dets

o Clark i Ders

o Clar e ot et o
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Toolbar

The red toolbar of icons to the left of each CardSmart page link

to the following features:

Advisor Home,
Conversations,
Calendar,

Cases,
Campaigns,
Reminders,
Advanced Search,
Lists & Searches,
Institution Reports,
Reporting,
Administration.

These will each be explained separately further along in the

manual.

Assigned
Students

The assigned students section
defaults to display your
assigned students that are
enrolled for the current
semester. You can change this
to display all of your assigned
students (currently enrolled or
not), by clicking the drop
down box and then selecting
“My Assigned Students All
Terms”. This drop down also
allows you to view your
Watch Lists and Saved
Searches.

Campus

Student Success Collaboratie”™

@

Home
Conversations | Or ]
Calendar ~pComing 4
Ml A ssigned St
Campaigns i
Reminders

Advanced Search

Lists & Searches
Institution Reports

Reporting

Administradon

RODRPOPVYREELD

Advisor Home ~

Student=s \}pooming Appointments by Availabilicy Advising Appointment Queues

My Assigned Students For Summer 2017 « @ 1

WY STUDENTS

Ity Assigned Students for Summer 2017

My Assigned Students All Terms |2 el LT
WATCH LIZTS
rest Mo matchi

(15 students Bankruptcy/prog 16F

SAVED SEARCHES

Bus. Und. 60+ hours
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Upcoming Appointments

The upcoming appointments tab will allow you to view all of your scheduled upcoming
appointments in a list and include links to the students’ CardSmart profiles and the details of the
appointment (date, time, location, comments, appointment reason, etc). By selecting students
from this list, you can use the Actions drop down to message students, add an advising report, or
cancel appointments. You can message multiple students and cancel multiple appointments at a
time using this feature, but adding an advising report can only be done one at a time.

Advisor Home ~

Students Upcoming Appointments £ My Availability Advising Appointment Quaues

Upcoming Advising Appointment

Actions ™ B Show Cancelled
(] DATE ATTENDEE REASDM COMMENT REPORT FILED? DETAILS
304, 7 - . - . .
(] i1 ?&,3,. 201."_,. Student, Test A& Csreer Flanning Kate Echeridge: test Mot Yet. Detailz
0:00=5 - 11:00a

Setting Advisor Availability

The My Availability tab displays the days, times, dates, location, and types of appointments for
which you will be available and allows you to add, edit, or remove these availabilities. Here you
will also be able to edit your appointment constraints, such as default appointment length and
amount of time a student must schedule an appointment in advance.

Advisor Home ~

Students Upcoming Appointments £ Advizing Appointment Queuss
3 Z

Edit Appointment Constraints

Times Available
Actions v
SELECT DAYS OF WEEK TIMES DATES LOCATION SUBJECT

Mpn. Tue, Wed, Thu, 0:302-11:30a Forever Business an :Kuerrjal Transfer Edit
Fri For Appointments
A4 Azad. Planning/Registration, 44 General
11:30a-12:00p Forever Business Appt. Camp. Edit
For Appointments

Mon, Tue, Wed, Thu,
Fri

A4 &cad. Planning/Registration, A4

Add/Change Major/Minor, A4 Career Planning.

AA Co-Curricular, AA Depree Audit, AA External
2:305-10:002 Farever Busimess Tramzfer, A4 Flight Flan Milestones, A4 General Edit

Appt. Camp.. AA No Reason Specified, A

Student Success

For Drop-Ins

Mon, Tue, Wed, Thu.
Fri

:‘:?n' Tue, Wed, Thu, 9:005-9:30a Forever Business Mo listed Student Services Edit

Click the “Actions” drop down under “My Availability” to add, edit, or remove your
availabilities. Availability types determine if you are available for drop-ins, appointments, or
campaigns. You can set these availabilities to be active for a particular semester, run for a range
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of dates, or continue until you delete them
(“forever”). The “appointment reasons” that you

ADD AVAILABILITY

enter (such as “AA Student Success” or “AA I'm available on

Degree Audit”) will limit the reasons for

appointments that can be scheduled during that : WL WL
time. This is important when sending appointment [ 9:30a - 11:303

campaigns because only the reasons listed under
each of your times will show as available for
students viewing a campaign sent for a particular
reason (such as “AA Student Success”). Your
campaign reason must align with your appointment
availabilities reason if you wish to make those
times available to students via campaign. For
example, if I send a campaign to new transfer e
students with the reason set to “AA External e P —
Transfer”, the availability of 9:30 to 11:30
(pictured below) will not show up for the students
receiving the campaign because | have not listed
that appointment reason.

Appointments

If you are adding a lot of availabilities at once, you
can select “copy time” from the actions drop down
while an availability entry is selected and edit the day or time for your next availability entry.

By clicking on Edit Appointment Constraints at the top of the My Availability tab, you can
set how many hours in advance you want appointments to be able to be made by students via
campaign, set your default appointment length, and control whether or not students can schedule
appointments outside of your availabilities if they receive an appointment campaign invite.
Please keep in mind that front desk staff are not affected by these constraints and can schedule
outside of your “hours in advance” rule, appointment length, and availabilities if you so wish.
Check with your unit on common practices with appointment constraints and availabilities.

Advising Appointment Queues

The last tab shown on your Advisor Home page allows you to view the Advising Appointment
Queues for yourself and other advising staff within your office. If you have a student checked in
for a scheduled appointment with you, they will show in the queue for Students Checked in For
Appointments and Students in My Queue. If you set drop-in availabilities under your
availability, students will be able to drop-in and be added to your queue called Students In My
Queue as well. The third queue list, Students in Other Staff Queues, displays students that
have checked in for other advisors in your office. Using the “Actions” drop down for each queue
list, you can begin the appointment, message the student, check out, or remove them from the
gueue. Checking out a student with an appointment is typically used if the student is checked in
in error before their arrival. It will keep their appointment and allow them to be checked in when
they arrive later.
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Advisor Home ~

Students Upcoming Appointments Py Availabiliy Advizing Appointment Gueuss

Motification Methods: & Ding E-mail Text Maszage

Students Who Have Queued For Appointment With Me
Actions

SELECT MNAME REASOM

There are not any student appointments chedked in

Quick Search

The Quick Search feature is found along the top right of the screen by clicking on the
magnifying glass icon. To test this, enter “1248958” in the search field. When the student’s name
appears below the search field, click on it to view that student’s CardSmart profile.

Campus . Academics - Summer 2017 $ S N
Student Success Collaborative

Quick Search

Campus

) Academics ~ | | Summer 2017 ~ | 1248958 ?
Student Success Collaborative

-
Student Test (*3958) [l ey

{student)

-

Training Tip: Within the training site, you can search any matriculated student to fully test the
features available to real student profiles without affecting anything in the live site. When you
first click a matriculated student’s profile, you will get an overview of their information. See the
following section for information on features on the student profile. Some profiles are not as
complete as others if they have recently been admitted, have not attended U of L in some time, or
if it is a test profile.
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Navigating the Student Profile

The student’s profile (if fully matriculated) in CardSmart includes the following information:

e Earned D’s/F’s Student Test

e Repeated Courses o R P

e Withdrawn Courses

e Missed Success Markers ‘ . i

e Cumulative U of L GPA 0 0 0 0 0.00 -~

e Total Credits Earned : v e

e Credit Completion % at | 0 = etich

e Predicted Risk Level Cloenynecting B tosiors

e Major (and any Major sy = Student Info
hiStOI’y) Sl Add

e Student and User ID il

e Classification o

e Academic Standing

e Most Recent Enrollment | .

e Advisors e

e (Categories and Tags (Hold)

e Quick Links to: Message, Add a Note, Add a Note:

If they have recently been
admitted, have not attended
U of L in some time, or if it
Is a test profile some sections
will have less information.

Reminder, Report on Advising, Schedule an
Appointment, or Add to a Watch List

e Student Photo

e A Drop-down for Student Info that includes email,
phone, and address

To view past semesters for the student, return to the “Term” field in the toolbar at the top of the
screen. Use the drop-down arrow to select the desired term. This primarily affects the “Class
Info” tab that lists the student’s enrolled classes for that given semester. NOTE: CardSmart will
always default to the current term after logging in to the system.

@ Campus |:> £3ll 2017 = o ?
Student Success Collaborative”

1 Term

From the student’s profile, you can view any upcoming appointments the student has with
advisors, tutors, and career coaches, all visit notes and general notes attached to the student’s
profile (including those filed by other advisors), messages sent to the student by all advisors
(“Conversations”) and the student’s calendar. The calendar includes the student’s course
schedule for the selected term and any advising, tutoring, or career coach appointments.
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Upcoming appointments, the calendar, and conversations are all available under the “More” tab
on the student profile.

Success Progress

This tab provides charts that display GPA Trends and Credit Trends by Term, with a summary of
GPA and credits attempted versus completed at the bottom.

The GPA Trends By Term graph allows you to quickly identify significant changes or trends in
a student’s cumulative and term GPAs. Cumulative and Overall GPA are the same at U of L.

GPA Trends By Term *

* Terms with no attempted credits are not shown.

B Term GPA B Cumulative GPA Overall GPA

<€
o 2
= 2 L]
1.5
1
0.5
o T T T T T T - T T T T T T T T - 1
Fall Spring Fall Spring Fall Spring Fall Spring Fall Fall Spring Fall Fall Spring Fall
2009 2010 2010 201 201 2012 2012 2013 2013 2014 2015 2015 20186 2017 2017

The Credit Trends by Term graph can quickly identify semesters in which a student attempted
credits they did not ultimately earned (failed courses) or dips in attempted credit hours

Credit Trends By Term *

* Terms with no attempted credits are not shown.

M Total Credits Earned W Credits Earned Credits Attempted

Fall
2009

Spring
2010

Fall
2010

Spring
201

Fall
201

Spring

2012

Fall

2012

Spring
20132

Fall
2012

Fall
2014

Spring

2018

Fall

2015

Fall

2018

Spring
2017

- ~ 130

24]

23] I 180
-
A 204 I 140
£ 1s4 =
% el .  Ef120
s . i
=
T 1e o[ 100
- -
4 Zl o
2 104 2
- 2l a0
(=] ~
£ L 20
=
=

I 20
o

Fall
2017
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Reports and Notes
To view past Advising Reports and
Notes on a student’s profile, select
the “Reports/Notes” tab. The first
section on this tab will show you any

Student Test

Overview Reports / Notes Class Info More =

{t

Reminders you have saved for the student. The next section will show you Notes about that
student, which can include things like notes from Student Success Coordinators, BSSE survey
results, or orientation information. Open Cases, Alerts, and Progress Reports are related to the
Progress Reports filed by faculty for the student’s coursework. If a student is deemed at-risk for
course performance by their professor, it will show in this area. Next is the Advisor Reports
section where advisors’ appointment reports for the student will be listed.

There are two ways to view the full text of a past Advising Report. First, you can hover over the
text of a report in the Summary column, which will produce a pop-up text box with the full text
of the report. Second, you can click View Report under the Details column which will produce
the full Advising Report pop-up window you see when you create an Advising Report.

Advisor Reports

03/08/2017 10:00 AM  03/08/2017

06/25/2016 01:30 PM  09/29/2016

03/24/2016 10:00 AM  03/24/2016

02/03/2016 11:00 AM  02/03/2016

11/09/2015 09:00 AM  11/09/2015

04/07/2015 04:00 PM 04/07/2015

11/05/2014 03:00 PM 11/05/2014

DATE REPORT FILED ON COURSE FOLLOW-UP MEETING TYPES SUMMARY

T
UT ClIich TicTe

; 7, hasclasses
Hover cursor hére :>M G peMils

wanted to

N/A S Details
discuss...
IUT in Good :
MN/A Details
e Standing from C... el
NIA F\N._Interested in Details
adding ...
N/A —-s----plans to Details
' take ECON ... =
MAA FIN update Details
N/A Freshman finance Details

Adding a Note to a Student’s Profile

To add a note to the student’s profile, select Add a Note on this Student under the Staff Alerts
dialog box on the top right of the student profile.

Staff Alerts '°

want to...
Message Student
Add a Note on this Student @
Add a Reminder to this Student
Report On Advising Appointment
Schedule an Appointment

Add to Watch List

Fun Fact... What’s a Note?

Notes differ from advising reports in that
they are used to capture information
about a student that is not directly tied to

the advising appointment. They can also
be used to upload an attachment and link
to external documents.
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Enter the text of the note in

ADD A NOTE TO TEST STUDENT

the Note (Required) field. To

attach a document, click —— Note Subject
Browse and search for a file - s ATES
on your computer. Note s

Reason is category used to oo masst

differentiate types of notes.
You can use Note URL to
link to any webpage or file on
the web. If you want the gy
student to see the note, click = A
the box next to the student’s
name under Visibility.
Leaving this unchecked will
make the note invisible to the
student. Once you have
entered all information, select
Save Note to add the note to
the student’s Reports/Notes o
tab. All notes created by it
anyone on a student’s profile
will appear here.

Note URL

[ printed Student Report

Adding an Advising Report from a Student’s Profile

(For a Student without an Appointment)

Staff Alerts ‘o

When a student meets with you and does not have an appointment,

the appropriate way to add an advising report is by visiting the S o

student’s profile and selecting Report on Advising Appointment. Ao o on this Student

Enter the Reason(s) for the appointment. You may list multiple p<:l
reasons - your unit should help you understand how to use reasons. Schedule an Appointment

Enter the Meeting Type and
Location. You can ignore the Course drop-down; that

UofL Best Practice value is there for recording tutoring visits.

Advisor Time (Arrived &

Departed) should match the If you open the Advising Report when the appointment

scheduled time for the begins, the Arrived time will record for you; similarly, if

appointment. you complete and save the note upon the end of the
appointment, the Departed time will record automatically

Student Time (Arrived & as well. Otherwise you must enter these manually. The

Departed) should reflect the advisor time should reflect the time the appointment was

actual appointment length. scheduled to start and end and the student time should

reflect the actual appointment time.
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Within the Appointment
Summary field, enter your
visit notes. You can attach
any relevant files at the

¥ AA Career Planning

botto m. x AA Add/Change Major/Minor

ADVISOR REPORT FOR TEST STUDENT

Detsils of the appointment go here

Click Save the Report when
finished. This will log the
student’s departed time. If you
are new to saving reports, ) S
then check the time arrived Attendees i - |
and departed for accuracy. @ -

v Attended

Date of visic

body p
Location:

Arrived:(12:30pM | Deparsec{1:00 P

The report will now be L
entered on the student’s g
Reports/Notes tab for future gyt
reference. Advisor Reports

will be available past notes,

open cases, progress reports

and alerts for a student.

Arrived:[12:3

Des,

Advisor Reports -~

DATE REPORT FILED ON COURSE FOLLOW-UP MEETING TYPES  SUMMARY
07/27/2017 12:30 e TR s
oM 07/27/2017 Face-to-Face De

The Classes This Term section will allow you to view class numbers, section, titles, days, times,
and professors for the classes students are enrolled in. To view this information for past
semesters for a student once you are on the student’s profile, select the “Term?” field beside the
quick search at the top of the screen. Use the drop-down arrow to select the desired term. This is
a handy way to find section numbers for classes they’ve taken in the past.

@ Campu's Academics - Fall 2017 - ¢
Student Success Collaborative™

Term

NOTE: CardSmart will always default to the current term after logging in to the system.
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Below that section on “classes this term,” you will find Term Details where each term or
semester is listed with the credit hours earned, classes taken, grades, and a side bar on the right
with Term at a Glance with GPA and academic standing information. This functions like a
transcript with transfer work included. Clicking the drop down arrow next to each term will also

provide term GPA, cumulative GPA and credits attempted that semester. At the end of this
section, ACT scores, basic high school information, AP credit, and transfer credit will be listed.

Spring 2017 =

Term GPA Cumulative GPA Credits Credits Completion

4.0 3.943 4.0 3.971 Attempted Earned Percentage

LAST THIS LAST THIS 16 16 100%

3 ACCT202 | LEC PRIN OF MGRL ACCT A Term at a glance:

1 BIOL104 | LAB LAB INTRO BIOL SY5T... A Credits: 16

5 ClE100TLEE INTRO DATAINFO M... o ?r‘*d't;;ﬂmp B ;%T;
erm : :

3 ENGL102 | LEC INTERMED COLL WRI... A Cum GPA: 5.971

3 PAS214|LEC AFRICAN AMERICAN ... A Academic Standing: Good Standing

5 PHIL207 | LEC PHIL AND CULTURAL ... A

Appointments Student Test

In the Appointments section under the “More” tab, you will see |

Overview History Class Info Mors a

the upcoming, recent, and no show appointments for this
student. To view the time and details of an upcoming G

appointment, check the Conversations tab for the appointment 1248958 |:>7m~\
confirmation or the Calendar. .

Calendar

Conversations |

Click on the Details button of a recent appointment to be able to see the full details from the past
appointment.

Recent Appointments

DATE TYPE REASON COMMENT ORGANIZER REPORT FILED?

07/21/2017 Advising AA Career Planning Etheridge, Katie ©m

Adding and Removing Student Tags

Use the Quick Search at the top of the page to search for a student profile. Once you find the
student, you can locate their Tags at the bottom of their profile, such as the ones below.

Tags Manage Tags ~
BCSSE - First Year Prep (16-20 Hrs), BCSSE - Time Management, Cultural-Center-Leondra-Gully-4168,

EM15, fp-met-2016-temp, HONA-4158-Appointment Campaign, HONS-4162-Appointment Campaign,
HONS-4168-Appointment Campaign

You can select Manage Tags in the top right corner of the Tags section in order to add or
remove the tags associated with the student profile:
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Tags Manage Tags =~

» BCSSE - First Year Prep (16-20 Hrs) | | % BCSSE - Time Management | | ® Cultural-Center-Leondra-Gully-4168 || ® EM15 || x fp-met-2016-temp

% HONA-4158-Appointment Campaign | % HOMNS-4162-Appointment Campaign  ® HONS-4168-Appointment Campaign

To add a tag, click in the space where the tags exist, and start typing the tag you would like to
add. CardSmart will populate a list of tags with the same beginning. You can select the tag
desired from that list.

ULEAD-2020

ULEAD-Dental
% BUSSE - First Year Prep (16-20 Hrs) | | ® BCSSE - Time Management | | % Cultural-Center-Leondra-Gully-4168 | | ® EM15 || % fp-met-2016-temp

% HONA-4158-Appointment Campaign || % HONS-4162-Appointment Campaign | | % HONS-4168-Appointment Campaign | ulead|

To remove a tag, click the “X” to the left of the existing Tag to be removed. Select Save Tags
once all changes have been made.

Tags Manage Tags -

% BCSSE - First Year Prep (16-20 Hrs) | x BCSSE - Time Management | x Cultural-Center-Leondra-Gully-4168 | = EM13 | x fp-met-2016-temp

% HONA-4158-Appointment Campaign | HONS-4162-Appaointment Campaign | HONS-4163-Appointment Campaign

Viewing and Searching for Students with Holds

Use the Quick Search to check for a hold on an individual student. Once you find the student,
you can locate any holds they have at the bottom of the screen in the Categories section. It is
near the bottom of the student profile overview page.

Categories

=

Academic Standing - GST, Cohort - 2014, Hold - Restrict Grade Access, Native, Type - Native

You can use the Advanced Search feature to find all students with a specific hold or all of your
students with a specific hold. First, click the Advanced Search icon in your toolbar to the left of
your screen. Next, check the box to “Show Advanced Filter” in the top right of that screen.
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Show Advanced Riters
m Advanced Search .
Kaywords (Firsc Name, Last Name, Type

New Search

E-mail, Student 1D}

Select the Student Information drop down and find the holds you wish to check for under the
Category section. By clicking the plus icon next to “Category (In Any of these),” you will be
able to search for students with one category/hold or another category, one category and another
category, as well as students that do not have a specific category. In the category box, if you type
“hold,” you will see all of the available holds in PeopleSoft.

In addition, you can select yourself or another person as the advisor by checking the “My

Students Only” box at the bottom or by entering an advisor in the “Assigned To” field. This will
allow you to search for only your students or another advisor’s students.
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Communicating with Students

You can send messages to individual students by using Quick Search to find their student profile
(See Page 9), by finding them in your list of assigned students (Page 6), or by selecting them
from the list of upcoming appointments in the Appointment Center. You can also use the
Advanced Search feature to search for specific groups of students and message en masse or
individually. This section will address each type of communication.

Messaging from the Student Profile

Search for the student by using the Quick Search box at the top right of the screen. You can use
the test student ID# 1251014.

On the right side of the student profile, you will see a box titled “Staff Alerts.” Click “Message
Student” to compose a message to that student.

SEND A MESSAGE TO STUDENT TEST

Staff Alerts (o

want to...
Message Soudent @
#Add a Mote on this Student

#Add a Reminder to this Stuedent

Report On Advising Appointrment

Schedule an Appointment

5 Y o
A00 0D ¥Waton List

Fill in the subject and the message sections. You may also attach documents by clicking the
paperclip icon under Add Attachment and searching for the file on your computer. If you wish
to copy anyone else on the message, enter the email address for that person in the “Send
Additional E-Mail Notifications To” box. Click Send Message. Your message will also appear
in the Conversations tab on the student’s profile. These messages can be accessed by anyone on
CardSmart via that tab on the student’s profile.

Sending a Message from Your List of Assigned
Students

Go to your Home page. You will see the My Assigned Students For [Current Semester] tab
and your list of students below. If you would like to see all of your assigned students (including
those not enrolled in the current semester), click the drop down and change this to My Assigned
Students All Terms. Select “All” or place a check next to the students you wish to message.
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Then from the Actions drop down, click Send Message. The same box will appear for you to
input the appropriate information.

Advisor Home ~

Students Upcoming Appointments Ity Awazilability Advizing Appointment Jueues

My Assigned Students All Terms «

Actions™

ALL STUDENT NAME ~ 1D WATCH LIST +  CUM.GPA + PREDICTED RISK LEVEL

From your assigned students list, you can send a mass message, add an advising report, create an
appointment campaign, schedule an appointment, add a note, mass print, select students for a
watch list, or export select student information.

Advisor Home ~

Students Upcoming Appointments Mty Availability Advising Appointment Queues

My Assigned Students All Terms «

Actionsa

Send Message 100 items on this page are selected. Select all 103 items.

Advizsing Appointment Report _
~ D WATCH LIST + CUM.GPA + PREDICTED RISK LEVEL

Appointment Campaign

Schedule Tutor Appointment

Schedule Advizing Appointment 3 R

Schedule General Appointment

MNote

Mass Print

Watch

Export Results rInInI

Using Advanced Search to Communicate with
Students

Click “Advanced Search” (magnifying glass icon) from the toolbar on the left of your CardSmart
screen. Then click the “Show Advanced Filters” box towards the right of that screen

= Search

==

i New Search

u Show Advanced Filters
Keywords (Firs: Mame. Lass Mame. E-mail, Scudent ID) Type

o .

’ Student Information  First Name, Last Name, Student ID, Category, Tag, Gender, Race, Watch List -

Y Enrollment History enrcliment Terms -
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Enter your desired search criteria and click “Search.” You can then check “all” to select all
students that meet that search criteria, or you can select individual students by checking the box
next to their name. Once you have your selected your list, select “Send Message” from the
actions drop down, just like from your assigned students list. The same box appears for you to

input the appropriate information included in your message.

You can search for students based on a wide variety of criteria within each section of the
Advanced search (subjects listed in the screenshot below). In addition to these search criteria,
there are check boxes at the bottom that can restrict your results to your assigned students,
students labelled “at-risk,” or to include inactive students. Enter the information by which you
wish to search for students and then click “Search” at the bottom of the screen.

New Search

Students
Student Information  First Name, Last Name, Student ID,
Enrollment History Enroliment Terms
Area of Study College/School, Degree, Concentration, Major
Performance Data GpA, Hours, Credits
Term Data Classification, Section Tag, Term GPA
Course Data course, Section
Assigned ToO Advisor, Tutor, Coach

Success Indicators  Predicted Risk Level, Success Markers

Saved Searches » 2 Show Advanced Filters
Keywords (First Name, Last Name, E-mail, Student ID} Type?

Category, Tag, Gender, Race, Watch List

Search My Students Only At-Risk Students Only Include Inactive

IMPORTANT: When
conducting an advanced
search, do not hit the “back”
button on your browser.
You’ll lose your search
information and have to start
over. To remove specific

Unsaved Student Search

Standard User Type: Ml College/School: College of Busines: e Majoring In: Accountancy (ACCYBSB)  x

Search Modify Search

Save

search criteria, you can click

the “x” next to that individual item along the top of your results. To add or otherwise edit
criteria, click “modify search.” You can also save your search on this page. See page 45 for more

information on saved searches.
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How to Send Students a Text Message/Notification

NOTE:
Students must first provide their mobile number through ULink in order for you to send
them text messages/notifications. If the mobile number has been enabled, it will appear on
the student’s profile page in the Student Info section as “cell.”

There is a campus-wide protocol for text messaging via CardSmart. Please ask the
CardSmart administrator for further information on our texting protocol before utilizing
this feature.

From the Student’s Profile:
Select Message Student and then click the Send Text tab. Once you enter the message, select
Send Message.

Staff Alerts (0 SEND A MESSAGE TO STUDENT TEST

want to... Send E-mail Send Text

Message Student c To: Student Test

Message:
Add a Note on this Student &S

Add a Reminder to this Student

g You have 160 characters remaining.
Report On Advising Appointment

Schedule an Appointment Ll Send Message

Add to Watch List

From a Search Function:

Perform a simple or advanced search as normal. Once your list of students comes up, you can
select All or a select number of students by checking the boxes next to their names. From there,
use the “Actions” drop down and select Send Message. The number of students and an option to
display all recipients will be displayed. As above, select Send Text, enter your message and then
Send Message.

GE TO 100 PEOPLE

Send Message Send E-mail | Send Text

To: 100 recipients (Show alf)

Advising Appointment Report

Message:

Appointment Campaign

Schedule Tutor Appointment You have 160 characters remaining.

Schedule Advising Appointment =€ Cancel

Schedule General Appointment
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From an Appointment Campaign:

When you have completed the steps of setting up your appointment campaign, on the Confirm
& Send page, you will see an option for text in the Reminder section. Check the box by SMS.
This will send a text reminder to any students who have signed up for the text option.

Confirm & Send

Campaign Type: Advising Start Date: 09/11/2017 End Date: 10/06/2017
Appointment
Appt Length: 30 minutes Slots Per Time: 1
Reason: AA Acad. s : e ;
Planning/Registration Appt Limit: 1 Reminders: [¥] E-mail ¥ sms
Appt Location: Business
Subject {$student_first_name}, test
Email Preview View Invitees: View All (84) Included Advisors View All (1)

From the Calendar
If an appointment is created through the calendar, at the bottom left side of the screen there is a
section for Reminders. Be sure that sending a text reminder is checked.

-
Send an email reminder

: 7
Send a text reminder *
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Appointment Campaigns

Note: CardSmart allows you to run multiple campaigns/availabilities simultaneously using
student services/reasons. You will want to talk to your Advising Center director about the
standard student services/reasons for various campaign types used in your unit.

Sending an Appointment Campaign

First, arrange your availability for the campaign.

Advisor Home ~

Underneath the time for your availability, select “Campaigns” because you are entering your
availability for a campaign specifically. (Do not select Drop-Ins or Appointments or you will
have appointments and be open for drop-ins during the same time as your campaign.). Under
“Duration”, select “A Range of Dates” and enter the specific dates of your campaign. Make sure
your selected Student Services match the appointment reason you will list later when creating
your campaign. You’re ready to create and send out an Appointment Campaign that matches this
availability.

. . . . Quick Links
Select “Appointment Campaigns” from the Quick Links box

on the right side of your Advisor Home page. fEremeE

Schedule General Event
This brings you to your Campaigns page where active Record Class Attendance
campaigns can be monitored and unsent campaigns can be
edited. Select “Appointment Campaign” from the actions
dialog box on the right side of the screen.

School Informaticn
Download Center for Reports

Campaigns...

Enter the “Campaign Name”, such as “A&S Acad. Planning Appaintment Campsigns ¢
Campaign for Freshmen, Fall 2017.” Enter the “Campaign
Type” by selecting “Advising Appointment.” “Slots Per
Time” will be 1 (this is the default). Enter the “Course or Actions
Reason.” This must match Student Service selected
when you set your Availability. For this example, it may - -

be “AA Acad. Planning/Registration.” Enter the dates for AR <:
your Campaign, matching the dates you selected for this
campaign in your availability, and set your “Appointment Length.” (i.e., 30 minutes).
“Appointment Limit” defaults to 1 so that you have one appointment at a time. Set the
“Location” for your appointment to your unit and click Continue.
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Define Campaign

Campaign Name:

Campaign Type:

Advising Appointment

Slots Per Time:

Course or Reason:

AA Acad. Planning/Registration

< Back

ARS Acad. Planning Campaign for Freshmen, Fall 2017

Begin Date:

09/18/2017

End Date:

09/29/2017

Appointment Length:

30 min

Appointment Limit:

1

Location:

Arts & Sciences

Save and Exit Continue

You will add students to the campaign by selecting them from your assigned students or via

Advanced Search.

Advanced Search

When performing an “Advanced Search,” you can look for students in a variety of ways. For this
example, we will select “No preference” for enrollment status, select “College of Arts and

Add Students To Campaign

Advanced Search

Saved Searches ~

Keywords (First Name, Last Name, E-mail. Student ID) Enrollment Status”

No Preference

Student Information First Name, Last Name, Student ID, Categary, Tag, Gender, Race, Watch List

Area ofStudy College/School, Degree, Major

College/Schosl (In Any of Thase)” Degres(In Any of Thess)

% College of Arts and Sciences

Majer (In Any of these]’

(+]

Performance Data cra. Hours, credies

Min. Cumulative GPA’ Max. Cumulative GPA’ Win. Gverall GPA’
2 3 i B
Min. Credits Earned” Max. Credits Earned” Min. Hours Attempted
30

Summer 2017 Data cizssification. Section Tag, Term GPA
Course Data course, Section, Status
Assigned To  aduisor, Tuter, Coach

Success INdicators predicted Risk Level, Success Markers

Search [F] My Students Gnly  [] Include Inactive

Max. Overall GPA’

P)
Max. Hours Attempted

Enrollment Term

Any Term

Min. Credit Comp. %

2
Max. Credit Comp. %

v
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Sciences” under Area of Study, and enter 30 into the “Max. Credits Earned” under Performance
Data.

You can search on a wide variety of criteria. Subject tabs include “Student Information,”
“Current Term Data,” and “Assigned To.” Within each of those, you will see a variety of search
options. Enter the information by which you wish to search and then click “Search” at the bottom
of the screen.

IMPORTANT: When conducting an advanced search, do not hit the “back” button. You’ll lose
your search and have to start over. You can add additional criteria to expand your search or edit
any set parameters. Simply click “Modify Search”, make your desired changes, and then hit
“Search” again.

Another frequently used option is to search by the Course Data, such as PSYC 201. After
selecting Enrolled in Fall 2017 at the top of the search, find the course under “Course Data.” You
can then opt to check the box next to “My Students Only.” And click “Search.”

Add Students To Campaign
Advanced Search

Saved Searches ~

Keywords (First Mame, Last Name, E-mail, Student ID) Enroliment Status” Enroliment Term

Enrolled - Fall 2017
Student INformation  First Name, Last Name, Student ID, Category, Tag. Gender, Race, Watch List =
Area of Study  colleze/scnool, Dazree, Msjor =
Performance Data cpa, Hours, credis =
Summer 2017 Data cassification. Section Tag, Term GPA -

Course Data course. section, status -

Course

1 Add More Courses
PSYC-201 INTRODUCTION TQ PSYCHOLD... %

Section®

Seatus

Registered

Assigned TO adviser, Tutor, Coach -
Success Indicators predicted Risk Level, Success Markers -
Search My Students Only [ Include Inactive

When using Advanced Search within the creation of a campaign, a list of students will appear,
and you can select “All” or check the box next to the students you wish to include. Click
“Continue.” Then you will have the opportunity to review your selected students. From that
screen, you can remove students via the “actions” drop down or search for more using the “Add
More Students” link. When your student selection is complete, continue on to add advisors to
your campaign.
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Review Students In Campaign

O MAME &

[J  Test Student

< Back Add More Students Save and Exit Continue

You will need to add advisors to the campaign. Select the advisors who are taking part in the
campaign and click “Continue.”

’lanning Campaign for Freshmen, Fall 2017

Add Adwisors To Campalign [ inciude Appointment Availabilities 7

o NAME AVAILABLE TIMES

W Katie Etheridge Mon-Fri 2:00am-5:00pm (September 18, 2017 - September 29, 2017)

- ok Save and Exit Continue

Compose your Message to students that will receive your campaign. CardSmart has an email
template set for you. Edit the subject for your campaign email in the first box if you wish. Write
your specific message in the second box. You can also enter instructions for the landing page,
such as a phone number to call with questions or any other desired information, after the
message box. Take care not to change the “Merge Tags” for the appointment scheduling link or
for student name if you wish to keep it.

A&S Acad. Planning Campaign for Freshmen, Fall 2017
Compose Your Message

{$student_first_name}, Schedule an Advising Appointment

B I|izi e - Nermal

Please schedule your Advising Appointment using the link below. You are required to meet with an advisor before registering for Spring courses.
Hello {Sstudent_first_name}:

“Your advisor requests that you schedule an appointment. To do so, plesse did the following link, select a time thet works with your schedule, and dick Save. You will receive an email confirming the appointment time and
details

{Sschedule_link}

Thank you!

body p

Merge Tags:? {$student first_name} {$student last_name} {$schedule_link}
Inserts the student’s first name Inserts the student's last name Inserts a link to schedule the appointment

Select an Advising Appointment date and time below. Please call 555-555-5555 with any questions.
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Scroll down and you will see an |

Email Preview and Landing -

Page Preview for the Campaign.
Click Continue.

Review the details of your
Campaign and then click Send.

You’ll be asked to confirm one
more time before clicking Send
Invitations Now.

ase schedule your advisor appointment.
H Please schedule your appointment below.

Choose A Day Choose A Time Comments

Confirm & Send

Campaign Type: Advising
Reason: Academic Planning

Appt Location: Arts & Sciences

Subject A&S Academic Campaign, Fall 2014

Email Preview View

< Back

Start Date: 09/26/2014 End Date: 09/30/2014

Appt Length: 30 minutes Slots Per Time: 1

Appt Limit: 1 Reminders: [ E-mail [ SMS
Invitees: View All (1) Included Advisors View All (1)

Save and Exit Send

Your students will receive an email f

you with a link to schedule an appointment.

Once they schedule the appointment,

show up on your calendar in CardSmart as

an Advising Appointment. The stude

also receive confirmation and reminder

emails regarding the appointment.

rom
it will

Are you sure you want to send invitations to 1

nt will students?

Send Invitations Now

Adding Students to a Campaign

Use these instructions if you have already created and sent out your campaign, but realize you
need to add a student(s) to the campaign.

From your home screen, select “Appointment Campaigns” from the _
Quick Links box on the right side of the screen or select the campaign ‘ Sampags)

icon from your toolbar on the left.
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Select the campaign you would like to add the student(s) to. From the Options box on the right
side of the screen, select “Edit Campaign Details.”

Details For Appointment Campaign

In the Details for Appointment Campaign Box, click Edit Define Campaign: Complete > Edit
the Student Select section. At the bottom of that screen, Student Select: Complete > Edit
click “Add More Students.” Staff Select: Cormplete > Edit
. . Message Details: Complete Edit
If you are adding one student (or just a few students) to the
Confirm & Send: Complete Edit

campaign, you can enter them by Student ID. Enter their 1D
number into the Student ID field under the Advanced
Search option. Then click Search.

Add Students To Campaign

Invite All My Assigned Students

Advanced Search

Keywords (First Mame. Last Mame, E-mail, Enrollment Status’ Enroliment Term

Srudent D) _ -
Enrolled - Fall 2017 -

Student Information  Firsc Mame, Last Name, Student 1D, Category, Tag, Gender, Race, Watch List

Check the box next to the student’s name(s), and

then select “Add Selected Users and Search for Mosy seateh
More” from the Actions drop down menu. Select
Modify Search to add more students or Continue
if you are done adding students.

TTeee STUDENT NAME

1 Test, Student

Once you have added your additional student(s),
you will be asked to Review Students in
Campaign. You can go back to Add More
Students from this screen or click Continue to
move on.

L et smucan
< Back et More Stucdents e and Lt Continue

This will bring you to Add Advisors to Campaign. Click Continue if you are not changing this
part of the campaign. Compose Your Message will come next. Click Continue if you are not
changing this part of the campaign. On the Confirm and Send screen, you will see that the
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campaign lists the total number of students in the

campaign. You might worry that you’re going to re-
send the campaign to every student. That’s not the e
case. Click Send. You will be asked if you want to invitations were sent.
Invite Only New Students or Re-send All Student VPoulclyou ket send Irvitations 1o oty the
Invitations. The key is to invite only the new students. e ona e
Click Invite Only New Students and the campaign is nvite Re-send
on its way to the added student(s). Cancel | Oty Nem crodent
Invitations

NOTE: If you have a group of specific students you
need to add to the campaign, it may be easiest to create a tag for that group of students.

Managing an Existing Campaign

To check the progress of your campaign, you can select the Campaigns icon from your toolbar
to the left. This will display your created campaigns: drafts, current, and future. Sent campaigns
will have % of Appt.s Made, % of Reports Created, and Attendance Rate listed beside the
campaign title and dates. To view Appointments Made, Appointments Note Yet Made,
Reports Created, and Eligible Appointments, click the title of your campaign.

Under the Appointments Made tab of your campaign, you can see the date, time, link to the
student profile, and click View Details to view the advisor’s appointment report. Under
Appointments Not Yet Made, invited students who haven’t scheduled yet will be listed by
name and email with a link to their profile and the option to select multiple students (or all) and
resend the appointment campaign invitation. Reports Created will give you an overview of the
advisor’s notes for appointments that have past and the option to view the full report. Eligible
Appointments allows you to associate appointments made outside of the campaign (with the
same student, range of dates, appointment reason, and location) with the campaign to accurately
track which invited students have not yet made an appointment.

10/16/2017 - 10/27/2017

Appointments Made Appointments Mot Yet Made Reports Created Eligible Appaintments

This grid will display all eligible appointments that have been scheduled outside of the campaign link. Eligible appointments only
include appeintments containing the same location, service, and students selected when creating the campaign.

Actions v
REASONS /

INDEX ~ DATE STUDENT ORGANIZER U

1 10/26/2017 11:00 AM e Etheridge, Katie ~ AAAcademic
Planning

Once created, appointments set using the Appointment Campaign feature behave like all other
traditional advisor appointments in CardSmart. Once the appointment time has passed, it will
show up under Recent Appointments on your CardSmart homepage. From there, you can mark
the student as a no-show or enter the visit notes by filing an Advisor Report.
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Beginning an Advising Report When a Student

Checks In

Once the student has checked-in at the front desk, they will appear in your Advising Queue.

iz

Begin the appointment by clicking
Start Appt in the Advising Queue.
This will open the Advising Report
and Time Arrived will be recorded
automatically in the report. Enter the
relevant information and the Time
Departed will automatically populate
upon saving. For more instructions on
filing a report, see page 13.

& Advising Queue

Follow Best Practice
When you use this method, you don’t need to
enter time arrived or departed.

Advisor Time (arrived and departed) will reflect
the scheduled appointment time.

Student Time (arrived and departed) will reflect
the actual time spent with the student.

Actual appointment time includes not only the
time spent with the student but also the time
spent preparing and the time spent entering the
notes into the report.
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Appointment Center

Creating an Appointment from the Appointment
Center Mode

Select the Appointment Center mode from the bottom right of your
CardSmart home screen, and then select your Advising Center location. s G

Tutor Center

Advising Kiosk

Enter the student’s ID number or and click the student’s name from the ______
drop down results. A -

Test Student

Test Student
ID: 1248241
ttstud01@louisville.edu

Mathematics - BS (MATHBS)

Service: AllServices ks Advisors: none
Tutors: none
Appointment | Drop-in Appointments ~ Scheduled Appointment List Send Message
Schedule General Event

The calendar will show the current day and the list of advisors with availability that day. You can
select either First Available to the left or a particular day and time frame. Click Reload above
the mini calendar to update the view each time you change the date or other parameters.

Find First Available? =
I AM
Reload
Last Reloaded at 11:02 AM 8 AM
o july 2017 0
2y 9 AM
Su Mo Tu We Th Fr Sa
1
10 AM
2 3 4 5 6 7 8
9 10 1 12 |13 14 15
11 AM
6 17 18 19 20 21 22
23 24 | 25 26 27 (28 | 29
Noon General Event
30 3 L1/0

From this screen, you can see open appointment possibilities (times that aren’t gray for that
advisor or have other meetings shown) and can select an option that corresponds with the
student’s availability.
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Click the desired advisor
and time slot and the
Create an Advisor — ]
Appointment dialog box o

will open. Confirm that the e
information is correct and
select a Service for the SR
appointment. When: Thu Jul 27, 2017

10:00 AM - 10:30 AM

CREATE AN ADVISING APPOINTMENT

Organizer: Khotso Libe

Test Student

Click Edit Details to add

information to the -

appointment or change the *
date or time.

As soon as you hit Save

Appointment, the appointment will il it e '
appear on the advisor’s calendar and Service: [x]
the student will get an email. The SO AN SR iy G i
student will also get an email Lot hose e
reminder the morning of the PG iy
appointment. A sample of the student i Sl | oo B o
email appears below: Comments: UND, student wants to discuss a Humanities or Philosophy major
Options: [ student has checked in for appointment
[¥] send E-mail Reminder
[] send Text Reminder

Appointment Reminder

This is te remind you that an appointment has been scheduled for 06/30/2017 10:00a-11:00a. Details are included below.
Organizer: Katie Etheridge

Topic:
AA Career Planning

Comments:

Katie Etheridge: test
Location:

Business

Date of Appointment
06/30/2017 10:003-11:00a

Time:
10:002-11:00a
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Editing an Appointment from the Appointment
Center

Select the Advising Center mode from the bottom right of your CardSmart home screen. Select
your Advising Center location.

Choose Appointment Center Location

Cards Career Navigator Workshop Ekstrom Library W102 Arts & Sciences

Locate the appointment on the calendar and click anywhere within the blue box for the
appointment to open it up.

AA Career Planning

11 AM

This opens the Manage Appointment dialog box and allows you to edit the appointment. (You
can also move, delete, or cancel the appointment from this screen.)

MANAGE APPOINTMENT

AA Degree Audit

All Attendees - . .
Appointment Details

& Youlhdvison) When: Mon Aug 21,2017 Comments:

‘00am-11:30am None

i Student Test

Where: Business Type:

One Time Appointment

Course: N/A
Reason: AA Degree Audit

Select edit. You will be returned to the scheduling screen where you can change the date for the
appointment, add or remove attendees, change the location, and change/add the reasons for the
appointment. If you click another date, you may have to reselect the advisor for the appointment.
Once you make the necessary changes, click Save Appointment at the bottom of the screen.

Changing the Date:

Select the new date on the small calendar to the left and confirm on the schedule to the right that
the new time is available. Make sure that the appropriate advisor is still selected. Check the box
for the new appointment day/time slot and click Save.
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You can verify the move

by checking the calendar
in the Appointment
Center for the new time Select a Date:
slot. O  August2017
Su Mo Tu We Th
Most likely, the front desk ails
may only have a need to sl 7/8[3|®
change the date and time 131415 16|17
for an appointment; o2 » 2
however, the following AR E
changes can be also made

Choose A Time To Meet

- Length:  30min ~ Availabilities: ? Show Availabilities for This Cd
[+} 08720 o8/21 08/22 o8/23 08/24 08/25
{SUN) (MON) {TUE) (WED) {THU) (FRI)
Fr Sa
45 ] ] ] ] ]
112 ] ] ] ] ]
ialas || DROPAN | | DROPN | | DROPAN | | DROP-IN | | DROP-IN
i ["] DROPAN | | DROPN | | DROPN | | DROP-IN | | DROP-IN
] ] ] ] ]
] ] ] I ]
B @ =0 ] ]

from the Appointment
Center:

Adding or Removing Attendees:

In some cases, you may need to assign a
different advisor. To do so, you will first
need to remove the current advisor by
clicking the “X” at the end of the line
with their name.

This will bring up the “Select An
Advisor” box where you will find the
appropriate advisor. Selecting them will
update the schedule to that advisor’s
availability. Once you verify a time on
the newly added advisor’s schedule,
click Save Appointment at the bottom
of the screen to be sure your changes are
made. That change can be verified by
checking the new advisor’s calendar.
The added individuals should also
receive an appointment confirmation
email.

If you wish to have two advisors in the
appointment, the other advisor will have
to be added as an “attendee’ rather than
the assigned advisor for the
appointment.

Changing the Location:

People Attending (1

I Test. Student (Student, Tutor)

Select An Adwvisor

I Etheridge. Katie

Add an Atendee:

Drop-in Availability: Mo
Drop-In Availability: Mo
Drop-In Availability: Mon

People Attending (2)
I Raisor, Kathleen {Advisor, Coach)

Test, Student (Student, Tutor)

Add an Attendee:

Add an Attendee:

kathleen raisor

Select An Advisor|

Kathleen Raisor (*1S01) (aavisor)

Q

I Etheridge, Katie

X

Although this change is not likely to be needed, it is possible to move the appointment from one
location to another. Simply select the new location from the drop-down box and then Save

Appointment.
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Changing/Adding Reasons: Reasons):”

Most appointments made from the front desk will indicate one reason { x AA Degree Audit |
for an appointment. Additional reasons are added by the advisor E— '
through discussion with the student. However, if multiple reasons are AA Acad Planning/Registration |
provided at the time the appointment is made, those reasons can be AA Add/Change Major/Minor

selected from the Appointment Center by editing the appointment. In s

the “Reasons” section on the left of the editing page, click the white A BrmmnalTranzrer
space in the box around the already selected reason. This will bring up oA Conera £t Coms
a drop down menu of other reasons, which can then be selected oneat | ... ...
a time. To remove a reason, click the “X” to the left of the reason text.
When all reasons have been added, click Save Appointment.

AA Flight Plan Milestones

Reason(s

Tx AA Degree Audit

% AA Add/Changes Major/Minor |

Cancelling or Deleting an Appointment from the
Appointment Center Mode

Select the Advising Center mode from the bottom right of your CardSmart home screen. Select
your Advising Center location.

Locate the appointment on the calendar and click the blue
appointment box to open it up.

AA Career Planning

11 AM

This opens the Manage Appointment dialog box and allows you to either cancel or delete the
appointment. You can also move or edit the appointment from this screen.

MANAGE APPOINTMENT
Cancelling an advising

appointment allows you the
option to track the reason All attendees -\ ppointment Details S
WHY the appOIntment WES +  Travis Ross (Advisor) - When: Wed Nov 26, 2014

Comments:
08:30 am - 09:00 am

cancelled, and it keeps a 4 swdeneTest T Where:  Aastes O

record that can be used for Course: N4 Type: )
reporting purposes later. Reason:  Academ sl SRETREARERRE
Deleting an appointment
does not allow the option to Cancel Appointment | Delee Appointment
track a reason and stores no

record of the appointment.

If you choose to Cancel Appointment, you will select responses in the drop-down boxes for the
person who is cancelling the appointment and the reason it is being cancelled. You can include
comments. If you select Mark as Cancelled, this entry will appear on your calendar. (Note that
you can take other steps from this screen such as to delete the appointment or check the student
in.)
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If you choose to Delete Appointment, the appointment All Attendees -
will no longer appear on reports or calendars. Choosing [ ™" concetseporment o

2 StudentTest

this option will not allow you to track why the
appointment was cancelled.

Whether you cancel or delete the appointment, the
student and advisor will get an email confirming the
removal of the appointment.

Cancel Appointment

Cancel Appointment

Reason:

Comments:

Mark Mark as Cancelled
Check In Appointment | Delece Appoinmme

DELETE ACADEMIC PLANNING

will no longer show up on reports or calendars.

Are you sure you want to delete Academic Planning for the instance on 12/11/2014 10:00 AM-10:30 AM? It

cancel Delete Appointment Instance

Adding Individual Appointments to Calendar

This exercise is used to make individual appointments that are not part of a campaign.

Advisor Home ~

My Assigned Students All Terms

| Send Message the Staff Alerts box of links to the
’| overview page.

[ Advising Appointment Report

| Appointment Campaign

To make an advising appointment with a student, you can
either select the student’s name from your Assigned Students
Sdems | Upeomine fmeemememe amizs|  11St OF do @ Quick Search for the student’s profile. The image
on the left comes from your home screen. Select a student from
the My Assigned Students All Terms list and select “Schedule
an Advising Appointment” from the Actions drop down menu.
PR Alternatively, you can select “Schedule an Appointment” from

left of the student profile

Once you open the dialog
box to schedule an
appointment, you may fill

- out the details and select the
advisor for that individual
appointment. For Type, you should select “Advising
Appointment” This will enable the advisor to add an Advising
Report for the meeting. Select the Reason(s) from the
available choices, add any Comments, and enter the meeting
Location. Be sure to select the advisor, even if it is yourself
and your name already appears as one of the people attending.

Schedule Tutor Appointment ks

Schedule Advising Appointment

Schedule General Appointment

Note

Staff Alerts ‘o

Report On Advising Appointment

Schedule an Appointment <:

d to Watch
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You can choose the date from the mini calendar on the left. Once you find an open time, check
the box to select that time. Note that you can change the Availabilities drop-down box in order
to schedule outside of set availabilities or during time conflicts (such as a student’s classes). You
can also change the Length of the appointment if desired. Once everything is completed, click

“Save Appointment.”

Schedule Appointment

Filters People Attending (2)
I Test, Student {Student)
Tume I Etheridge, Katie (Advisor, Student)

Advising Appointment

Reasonis)
% AA Career Planning

Add an Attendee:

x AA Acad.
Planning/Registraton
SELECT ADVISOR
Bell. Jane
Sl Burch, Terri
test appointment
Calebs, Dolores
® Etheridge, Katie
Location:
Gibbs, Neil
Business

AVAILABLE TIMES

Mon-Fri 11:30am-12:00pm
Drop-In Availability: Mon-Fri $:00am-9:20am
Drop-In Availability: Mon-Fri £:20am-10:00am

The advisor and the student will receive an email with the details of the appointment as soon as it
is saved and a reminder email the morning of the appointment.

10:00s-10:20a
10:30a-11:00a
11:00a-11:20a
11:30a-12:00p
12:00p-12:30p

Select 2 Date: -
o August 2017 o . 2 0
Su Mo Tu We Th Fr Sa

1 2 3 |:4]|5 -3 A Tirne Th Moot
Choose A Time To Meet
6|7 |= n 10|11 12
Length: | 30 min « Availabilities:? | Show Availabilitie This Course/Reason v
13 4115116 |17 /18|19
200 21 1 22| 23 |24 125 26
Do e A - T 08/06 08/07 08/08 08/09 08/10 08/ 08/12
] [z el I IMESLOY {SUN) MON) (TUE) (WED} (THU) {FRI) (SAT]
9:002-9:202 DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN
3:302-10:00a DROP-IN DROP-IN DROP-IN DROP-IN DROP-IN
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Assigning a Different Advisor to a Scheduled
Appointment

You can open appointments from either the Upcoming Appointments tab (if they are your
appointments) or from the Advising Center.

From the Advisor’s Home page: Go to the Upcoming Appointments tab on your home screen.

Click Details and
follow the editing
steps as outlined
below to make the
necessary changes
to assigned
advisor, date/time,
and reason for the
appointment.

From the Front-Desk Mode/Advising
Center: Select the Advising Center mode
from the bottom right of your CardSmart
home screen and select your Advising

Center location.

Advisor Home ~

Students Upcoming Appointments My Availability Advising Appointment Quaues

Upcoming Advising Appointment

Actions ¥ @ Show Cancelled

O DATE ATTENDEE REASON COMMENT REPORT FILED? DETAILS

= < AA Career Planning. AA Acad. Katie Etheridge: test N
. Student =y g o Details
Planning/Registration appointment )

Choose Appointment Center Location

Cards Career Navigator Workshop Ekstrom Library W102 Arts & Sciences

Locate the appointment on the calendar and click on the blue appointment box to open it up.

Editing the Appointment: MANAGE APPOINTMENT
Both of the options described above opens the
Manage Appomtm_ent dialog box and allows AiAtendees < petaile I
you to edit the appointment. (You can also delete | = msossinsvison- L
or cancel the appointment from this screen.) s e cuderoncss ~ (R
Select edit. This will open the screen that allows Moo e
you to make changes to the appointment. '
Cancel Appointment | Delete Appointment
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Edit an Event

Assigning a Different Advisor: First, click the “x” at the end of the line with the previously
assigned advisor’s name. Then, you can select the advisor that you would like to assign. That
advisor’s schedule will populate below, and you can then select an appropriate appointment time.
This calendar displays an advisor’s availabilities a week at a time. Once you make the necessary
changes, click Save Appointment at the bottom of the page.

Keep in mind that in addition to changing the assigned advisor, you can also use this process to
change the date/time for the appointment if needed.

Changing the Date: Select the new date and confirm on Lt TS T 2 i
When you select a different date

on the calendar in the appointment

the calendar that the time is available. Check the box for
the_new appointment t|me: slot. Click _Save. You can center, you always need to click
verify the move by checking the appointment center RELOAD s0 the calendar will
calendar for the new time slot. update to the new date.

Changing/Adding Reasons: Most appointments made from the
front desk will indicate one reason for an appointment. Additional
reasons are often added to the report later by the advisor. However,

Reaszonls)

if multiple reasons are provided at the time the appointment is TR
made, those reasons can be selected. Edit the appointment after « AA Add/Changs Majar/Minor
saving the date, time, and advisor (using the same process as NSRS S
above) and then select the additional reasons provided. Click in the

box where the reasons are listed and a drop down will appear. 44 Co-Currizular

Select all of the applicable reasons. Save Appointment to reflect e

AA Flight Plan Milestones

the changes.

AA General Appt. Camp.
AA No Reazon Specified

AA Student Success
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Student Self-Service Check In for a Scheduled
Appointment Using Advising Kiosk Mode

Log in to CardSmart as usual and select Advising Kiosk from “Additional Modes” at the bottom
right of the screen. A new kiosk window will open.

Don’t Forget
Appointinent Center Once you have the kiosk up-and-
Tutor Center running, be sure to close the other
Advising Kiosk CardSmart window so that students

only have access to the kiosk sign-in.

Additional Modes ™

Select your unit and then Multiple Purpose Mode.

Kiosk Setup

Follow the steps provided to set up the kiosk mode at this location.

Choose the Location for this Kiosk Choose the Kiosk Mode

Cards Career Navigator
Workshop ‘E’wl(‘sg;om Library

Singile Purpose Mode

Multiple Purpose Mode

Arts & Sciences - Exploratory

You will see the Kiosk screen where students enter their ID numbers and then click Submit.

Once a StUdent iS Slgned in’ they Wi” a Please swipe your Student Card (or enter your 1D):
be automatically signed out after 30 E

seconds of inactivity.

Students will be asked, “What would you like to do today?”
They can then select the reason for their appointment from the following list:
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What would you like to do today?
AA Career Planning
AA Co-Curricular
AA Degree Audit
AA External Transfer
AA Flight Plan Milestones
AA General Appt. Camp.
AA No Reason Specified

AA Student Success

Leave the Kiosk

After students select a reason (“AA Degree Audit” for instance), they will select Add yourself to
the current waiting list.

Add yourself to the current
waiting

Make an Appointment

II

NOTE:
If you do not want students to make appointments, you will

need to include that in your instructions. We also suggest
putting a sticky note to that effect on the computer screen.

Once students select to be added to the current waiting list, they will see the list of advisors who
are available at that time. (This relates directly to the advisors’ set availability and reasons for
appointments.) They will also be able to choose First Available Advisor.

Select the advisor you want to visit:
Once an advisor is selected, you will be added to the waiting list and the advisor will be notified.

Other Advisors at this Location

Joseph Muscarella(0 waiting)

M West{0 waiting)
Ommel:g'me

|
i

Marissa Williams(0 waiting)
wai

First Available

First Available Advisor(0
wal

Cmntmnone

Once students make a choice, they receive the following options. They should select I’m done.
Exit the kiosk. That’s it from the student end.
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From your perspective as an advisor:

Once the student selects an advisor or first available, you will receive a

Thanks Katie! You have been added to the first available list.
Piease have a seat and wait for the advisor to call on you.

Next Steps...

I'm done. Exit the Kiosk.

Return to Menu

notification and the student will appear in your queue.

Click on the icon and you will be able to see
the name(s) of the student(s) in the queue
and the current wait time. Click Start Appt

once you are ready to begin with the

student.

Clicking Start Appt opens the Advising

Report.

ADVISOR REPORT FOR STUDENT TEST

Campus ¥ 2]
Student Success Collaborative”™
-
B StudentTe ‘E:——:
M Scuden:Te R stz Anp
Students Upcoming Appointments Avallabilin Advising Appointment ()
ves ¢ No
Save this Report
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Student Self-Service Check In for Walk-In Using

Advising Kiosk Mode

The kiosk will show the image to the right.

Enter your student ID and then click Submit.

You will be asked, “What would you like to do
today?” Select the primary reason for your
appointment.

>

E Please swipe your Student Card (or enter your [D):

What would you like to do today?

AA Career Planning

AA Degree Audit

Once you have selected the reason, choose Add yourself to the current waiting list.

Do not select make an appointment.

Remember:

Choose only to add yourself

to the current waiting list.
DO NOT select “Make an
Appointment.”

Add yourself to the current
waiting list

Select either your preferred advisor, or you can choose to see the First Available Advisor.

Select “I’m done. Exit the kiosk.”

Select the advisor you want to visit:
Once an advisor is selected, you will be added to the waiting list and the advisor will be notified

Other Advisors at this Location

Joseph Muscarella(0 waiting)

Firsz Avallable

First Available Advisor(0

Current watnane

Thanks Katie! You have been added to the first avallable st

Pigase have a seat and wal for the advisor 1o all on you.
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Additional Features

Reminders ADD A REMINDER
. . ADD A VIIND

Reminders can be used when you want to check in on

something later on, such as a particular student’s grades, Reminder

their enrolled courses, or to remind them to apply for
something. On a student’s profile, select Add a

Check Enrolled Courses

Reminder to this Student from the “Staff Alerts” box Due Date

at the top left. Enter the Reminder note to yourself and 111072017 [

set the due date for the time you would like to check .

back on something for the student. Cancel

Once the Reminder is set, your reminders for that student will show up on their profile under the
Reports/Notes tab. There is an overview of the next three Reminders you have scheduled on the
right side of your Advisor Home page. To view all of your outstanding Reminders, select the
Reminders icon from the toolbar at the left. You will not receive a notification when the
Reminders’ due dates are reached and overdue reminders will remain past their Due Date if not
cleared using the Actions drop down.

Watch Lists

Watch Lists can be used to save a .
static group of particular students that Watch Lists

you manually add and remove from
the list. This could be helpful for e
cohorts of students within a major, - HANE FOrETunRE

students you want to monitor, or other Ll senod Zudoacedio 2

groups not easily attainable from Advanced Searches. To create a Watch List, select the Lists
and Searches icon from the toolbar at the left and click New Watch List. Once a Watch List is
created, you can add individual or multiple students to it from most Actions drop downs found in

various places on CardSmart. They can also be added to a Watch List from their student profile.
The box of links in the top left of the student profile contains the option to Add to Watch List.

You can view another advisor’s Watch List by going to their profile and clicking the drop down
arrow next to Assigned Students. This can be helpful if collaborating on a campaign or needing
to reach out to a group for another advisor.
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Saved Searches

You can save a search created using
Advanced Search to view a regularly Unsaved Student Search @
updating list of students that meet the
criteria you have entered. Saved Searches
are different from Watch Lists in that
they are not static lists and update as
students fall in and out of the requested
criteria, such as major or active ]
enrollment. You are given the option to Modiy Searen
save a search after performing an
Advanced Search.

Saved Searches ~

Name your Search according to the entered
criteria and you can perform that same search
in the future with updated results. You can Name

find your Saved Searches under the Lists & Marketing Majors In MKT 441
Searches icon in the toolbar to the left.

SAVE SEARCH

Just like Watch Lists, Saved Searches are not caneel
private. You can view another advisor’s
Saved Searches by going to their CardSmart profile and clicking the drop down arrow next to
Assigned Students. Their Watch Lists and Saved Searches will display here and can be used to
mass message another’s advisors group if needed.

Creating a CardSmart User
Click the arrow to the right of your photo icon in the top right of the

screen and then click “Admin Settings.” Q 7 . B
Click “Create a New User” in the “User Management” box. [ Admin Settings |
Logout
User Management

Create 3 New User

Enter “Login Information” and “Contact Information” and “Profile Picture” (from Peoplesoft
Student Photo) if applicable. In the “Roles” box, click the down arrow to expand the box. Select
“Student.” Select “Create User” at the bottom of the page when finished.
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Add A New User

Login Information | Conzact Inform

User Login

Alternate ID

SSOID

Personal Identification Number

Add A New User

nformation

Home Phone

Cell Phone

1111111111

¥ Text messages can be =

Work Phone

Enable email privacy prot

Contact Information Pr

Add A New User

Profile Picture

[Profile picture

Profile Picture

| Choose File | No file ch

Note: Photo must be atle;

Stude

ide and will be cropped to 314px x 314px

modifying)

Advis:

Career Coach

Create User

Add A New User

Profile i

Term GPA

Study Hall Required

Hours

Study Hall Required

Minutes

Race

Student Information

EAB_Advising_Professional

EAB_Career_Advisor

EA8_Support.

#F_Advisor
£A8_Support_Staff_Coordinator

o

£AB_Suppor_Staff_Dire

r_Coordinator

£A8 Tutor D

o

Facility Administrator

Peer Mantor

Professor

~<=

ucent Appointment ACA

<first com Defore
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Creating a Profile for a Prospective Student

Click the down arrow to the right of your photo icon in the top right of your screen and click
Admin Settings.

@ Campus G gona = 4 Q
Student Success Collaborative” .
2 E> Admin Settings

Logout

Click on Create a New User. It is the first option in the “User Management” box.

User Management

Use the following format to assign the user ID.

Start with the number “9.”

Enter the last two digits of the current year. For 2018, you would enter “18.”

Enter the first letter of the student’s first name.

Enter the first four letters of the student’s last name.

Using this formula, Test Student’s user name would be “918tstud.”

If another prospective student arrives in the same year with the same initials, append a
number beginning with number 1. For example, Tyler Studebacher’s ID would be
“918tstud1.” Tanya Studbury’s ID would be “918tstud2” and so on.

hD OO o

Enter Login Information and Contact Information. In the “Roles” box, click the down arrow
to expand the box. Select “Student.” Select Create User at the bottom of the page when finished.

Create A New User Create A New User

Login Information ||~ Contact Information

User Login Login Information Contact Information

testo1@louisville.edu

First Name Home Phone

Test

555-555-5555
Last Name

Student
Cell Phone

Email Address

testo1@louisville.edu 11111111

Primary ID

1251014 -
Text messages can be sent to this user.

testor Work Phone *

[7] Enable email privacy protect\on.?
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Instructors: Filing a Progress Report in CardSmart

Progress report campaigns allow instructors the opportunity to provide feedback about students
who need assistance or are at-risk. Follow the steps below to file a progress report.

Email Notification: You will receive an email asking you to enter feedback for students in your
class. The email includes a direct link to the progress report where you will enter your feedback.
The link expires on the date listed in the email. After that date, the campaign is over, and you
will no longer be able to provide information for the student(s). Click to Begin Entering
Student Feedback.

E University of Louisville

Student Feedback Request

Dear Professor Sahoo,
Please complete this progress report.

Click to Begin Entering Student Feedback
The link above expires on 02/14/2015. If you would like to provide feedback after the
expiration above, please contact your GradesFirst administrator.

If you have trouble with the above link, copy and paste this address into your browser:
https:/louisville-training.gradesfirst.com/e/EosU7hj6rx

Entering Student Feedback: When providing feedback, include as much information as
possible, especially in your comments. You will see five potential alert reasons listed. Reasons
provided include: attendance, difficulty understanding content, failure to submit assignments,
poor test results, and/or poor written communication. Select all that apply. (Note: to select more
than one reason, hold the shift button while clicking the reason.) Use the comment section to
provide additional feedback or suggested course of action.

Student Feedback

Your information is secure.
(Gracieafirst securty messures ko your sehaal £ BEhere T gavernment a0

uuuuuuuuuuuuu 8 Gradesfirm

Submitting Feedback. You have two options at this point.
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a. Submit only marked students (but I’m not done): This option allows you to submit
only the students you have marked on the report. This can be very helpful if you only
have time to fill out part of the feedback form. Instead of leaving the form pulled up on
your computer, you can submit your completed work and return and finish later by
clicking the link in the request notification email.

Submit orly marked students (Bt 1m not done)

This: beufion will subemit students. you have maried into GradesFrst 25 being compiete fefectily removing Bhem from your kst of students), However, the shedents you have not mariosd will remain on your bt Az 2
FRTGL YOU CBN e-Use the lnk i the DIOEress report emadl. 3t any time. 10 continue marking the rest of the students in your Casses. Repeat this prooess until 3 Students have been marked in some form or fashion

b. Submit unmarked students as not at-risk (I’m all done): After you have entered all
our feedback and marked certain students at-risk, you can use this option to mark the
remaining students as not at-risk and complete your feedback.

Submit unmarked shudents as rot AL-Risk (Fm all done)

Thit i, yonar “Trm 3l or™ bution. 1 will ol B itudents you hine marked B9 you inScated. I will Bso tubmi te reit of your Budents a4 nok #t-nk For axampie, & thang ane ben Sudentd in your oourss bnd
oy tave of tharm sre a%-risk, you don't harve to mark theen all. Yiou can mark B two srisk students and than wie Bis buthon 1o mark the remaining Sudents 25 not #t-risk, tanefons Tving Sme and efiort. Please
use this button canefully becase with juUst 3 singhe k. 8 wil Sotally COMDIETE YOUT [MOEFESS MDOTT CETONEN

Confirmation. Once you have submitted your feedback, you will receive a message similar to
the one below.

STUDENT FEEDBACK

Your information is secure.
Cracesl iz security maaneres alaw your SN0 10 ATNANE 10 FOVKTATE rules and regulanons concermeeg FUEDA and overal student povacy
Thank you for uwng Gradesfud!

Professor Gladney:

You have oo ashed 19 NI Out progreds reports for students i 1he folowng dasies, Updete each studert Based o0 your beit inowiedge of Phew performance #2 NS Dot i e term,

You fully completed your Student Feedback
You have no more student feedDack to compiete at this time. Thank you! if you feel that you have recenved this note In error, please CONACT the person that sent the onginal reguest for student
feedback

Sending a Progress Report Campaign

CardSmart Progress Report Campaigns allow you to gather feedback from faculty to help
determine which students may need intervention.

Click on the Campaigns tab. Then click to Create New Progress Report Campaign.

Home Calendar Conversations Campaigns Tutors

Create New
" Progress Report Campaign

4l Enrollment Census Campaign

Name your Progress Report Campaign and write a message to the professors. When finished,
click Save and Next: Choose Students.
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Create New

Step 1: Name & Message Name of Campaign

[Name your Progress Report Campaign, and Report Campaign for Spring 2015
provide a message for professors.

Email Subject

Step 2: Choose Students
Spring Progress Report Campaign

Choose all-students, subset of students, or
classes that are to be monitored.

Email Message
] Dear Professor,
Define how your Progress Report will behave
with thank you notes and expiration dates. Please take a few minutes to give us feedback on the students in your classes. The feedback you
give will be used to help identify those students who may need some exira attention or resources.
The sooner we identify and engage those at-risk students, the sooner we can get them the help

Step 4: Confirm they need
Confirm the students enroliments which are
the target of the Progress Report campaign. Your help is much appreciated. Please respond no later than February, 14, 2015,
Sincerely,

Step 5: Send & Complete

Your Progress Report Campaign has been sent Advisor

to instructors.

Save and Next : Choose Students

Choose Students. You can select all students, a subset of students, or certain classes that are to
be monitored. Most often, you will select a specific group of students. Once you do that, the
search box will open. Select Switch to Advanced Search so that you may filter either by
student or by course section. .. When finished, click Define Behavior.

How would you like to select which students receive progress reports? The following 3 selection methods offer the power to drill down inte
a particular student/class or scale to the entire campus:

© All students Active for Academic Term : Send requests for all students active for the Fall 2014 term. This includes all students
who are active in their courses (i.e. not dropped). This will include everyone in your GradesFirst environment, and is not restricted by
any requirement other than academic term.

@ Select Specific Students and Courses (< 2000 students) : Send requests for specific students filterable by any condition within
GradesFirst. You can also choose to send to specific course sections. By choosing both a list of students and a list of courses, you can
select specific students in a specific course.

() Select Cohorts of Students and Courses (> 2000 students) : Send requests to cohorts of students filterable by any condition.
Differs from the "Specific Students" above since you will not choose specific students or specific courses. In the "Confirm" stage, you
will see a sample of students and courses you chose.

Specific Students and Courses

To select your specific students or courses below, use the filters to search. Then use the "Add" buttons to move the selected to the right side. Only
students or courses moved to the right will be used.
If you chose both students and courses, then the campaign will only be sent to "selected students in selected courses.”
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Search Results

Name

Add Student(s)

Send Requests for These Students

I0000000EEO

[

Name - Classification
Test, Advising
Test, Stud

3 | Test, Student
4 TestAMR-l Ignato
5 TestAMR-a, Annie

& TestAMR-g, Gorgeous

© o -

TestAMR-h, Harry
TestAMR-n, Newton
TestAMRA, AA

10 TaetAMBh Ra

Remove Student(s)

m

hssigned To

e

ik S oty

Define Behavior. Define how your Progress Reports will behave with thank you notes and
expiration dates. Exclude Students Requested Since: This prevents new student request from
being sent to professors who have already received a request since the date you provide. Expire
Professor Links On: This sets a deadline by which the professor will no longer be able to
respond. You can select to have a thank-you note sent to the instructor upon completion of the

progress report.

Exclude Students Requested Since

Prevent new student requests from being sent to professors who have already received a request since the below date.

11/28/2014

Expire Professor Links On

Prevent professars from responding to the campaign after the below date.

02/06/2015

[7] Send Thank You Message to Instructors upon completion?

Back : Choose Students Next : Confirm

Send and Complete. This final screen summarizes the information you have provided, detailing
how many requests will be sent to professors (and for how many students.) You can review the
list to be sure it’s accurate. The final step is to select Send & Complete.
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Based on your student selection(s), GradesFirst will send 0 evaluation requests for 0 students in 0 sections to 0 professors. Below is a list of all the
evaluation requests that will be sent. Please review this list to ensure all desired students and courses are included.

EVALUATION REQUESTS TO BE SENT

STUDENT D PROFESS0R COURSE COURSE NAME SECTION

No students matching campaign student criteria.

You hawve not selected to send a follow up thank you E-mail to professors.

Back : Define Behavior [EENENGEEST0 E: ¥ ey el [502

Enrollment History Feature in Advanced Search
Select the magnifying glass on the left-hand menu bar to open the “Advanced Search” feature.
Select the check box next to “Show Advanced Filters.”

Select “Enrollment History” in the third row.
Click on the “+” at the bottom of the “Enrollment Terms” box:

Enrollment History Enroliment Terms

Enrollment Terms (In Any ufthese]?

)

You will see two additional boxes appear:
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With these additional features, you can search for students who are/were enrolled in either of the
terms identified, but not another:
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You can also search for students who are/were enrolled in ALL of the terms identified, but not
another:
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Additional Resources

EAB Profile: To use EAB resources like training and the Daily Briefing, create a profile here:
https://www.eab.com/members/register

EAB Daily Briefing: This includes articles relating to higher education, trends, technology,
recent events, research, and more. It includes infographics on things like tips for first generation
students, effective email communication, steps to recruiting students and the admission process,
etc. You can sign up to receive these via email after creating a profile or bookmark the webpage
here: https://www.eab.com/daily-briefing
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