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Menu Bar

Home icon will allow you to return to your Staff Home page.

Conversations icon will take you to your TSC message inbox.

Calendar icon will allow you to view your appointments and sync your outlook calendar with TSC.
Cases icon will show you all open cases for students enrolled in a selected term.

Campaign feature allows advisors to run appointment campaigns for selected groups of students.
Reminders page will list all reminders that an advisor has issued for students

Advanced Search allows advisors the capability to search for students by filtering through a variety of
criteria.

List and Searches allows advisor to save their students and cohorts in list.

Reporting gives advisors access to numerous reports that can be pulled through TSC.

View Unread Messages, Appointment Queue, and Minimized Dialogs.
Advisors can set up their Availability for student appointments under My Availability tab.
Advisors can search for students by name, campus ID number, and Toromail.

View Upcoming Appointments and manage appointment.
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REPORTING AND RECENT APPOINTMENTS

Reporting

Recent Appointments Recent Reports You Created

Recent Appointments

Care Unit: | All care units M )

1 Actions a B Show Cancelled

Add Appointment Summary o
% SERVICE COURSE COMMENT ATTENDEE s TIME REP 7RT_ DETAILS
Mark No-Show FILED? =
Online 2
Report
] 11 19/08/202(_) Academic N/A \:| 30 min P = Detail. 3
1:30pm - 2:00pm PT - PEENH
Advising —
|

Under Reporting, advisors can see Recent Appointments and Reports created.
1 Actions will allow advisors to Add Appointment Summary or mark student as No-Show.
2 Report Details will allow advisors to view appointment details and notes.

3 Details link will allow advisors to manage appointment, cancel appointment, or delete appointment.

—
Online -
09/16/2020 . Lesley Luna: Thinking . .
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Under Additional Modes, Appointment Center and the advising Kiosk can be found.
4 Appointment Center feature will allow advisors to schedule appointments for students.

Kiosk feature will allow advisors to check-in their students for their appointments.
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Under the Reporting section on your home page, you will be able to add an Appointment summary by going
to actions. Please refer to step one on page two.

APPOINTMENT REPORT FOR IR X

1

Appointment Details Appointment Summary

Appointment
Care Unit
Location

Service

Course

Date of visit

Meeting Start Time Meeting End Time y

2 to
Attachments 5

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

Attach File
no file selected
Attendees
Privacy
Advisor This report is hidden from student view.
Attended Report Information

Senior

MGTHR Management Track
Checkin Checkout

to

3 By checking this box, | confirm that | have not
violated any applicable rules or regulations
(University, NCAA, etc.) in providing services to
this student.

Suggested Followup
This will be saved on the report as a suggestion. No
appointment will be created.

Date Time

6

Save this Report
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Submitting Appointment Summary

1 Start by adding Appointment Details
Appointment area will show date and time of appointment (auto-populated).
Care Unit area will show Advising (auto-populated).
Location area will allow you to pick your advising location.
Service area will allow you to select from services your advising location offers.
Course area will allow faculty to highlight courses discussed.
Date of Visit area will show date of visit.

2 Meeting Start Time, Meeting End Time, Checkin, and Checkout sections will allow you to document
appointment meeting time details.

3 Advisors will need to check off box to confirm they have not violated any applicable rules or regulations
in providing services to students.

4 Appointment Summary area will allow you to document appointment details, what was reviewed and
discussed with student.

Things to keep in mind when submitting advising notes:
o Submit advising notes as soon as possible after advising session.
o Keep things factual, objective and brief.
o When submitting notes include information that will be helpful for students and future advisors.
o Include list of courses recommended and alternatives.
o Include referrals of non-sensitive nature.
o Do not include personal and sensitive information about the student (medical, diagnosed, basic
needs).
o Do not include comments made about faculty or staff.

5 Attachments give advisors the feature to attach documents to the advising summary. Examples of
documents that could be attached to advising summary are educational plans, advising contracts, or

documents used for advising.

6 Save this Report icon will save advising summary and add notes to student's history.
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Through Toro Success Collaborative, advisors have the capability to pull various reports.
Under the menu bar you can find Reporting.

Reports under Appointment/Visit Reports will allow you to pull data on Appointments, Appointment
Summaries, Appointment Request and Appointment Campaigns.

Reports under Intervention Reports will allow you to pull data on Alerts and Cases.

Reports under Student Data Reports will allow you to pull data on Student Info (Students Active for
Term).

Each report will prompt you to filter (Activity Filters) to find the data you want to access.
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REPORT

@ NAVIGATE Fall 2020 v Q ‘” O -

Appointments CSUDH 2o
Report Information v\

Activity Filters

Begin Date End Date 1

10/06/2020 B 10/13/2020 B

Report Mode (i

Appointments v
Care Units Team: Organizer for Appointment: Appointment Campaigns:
All v All v A All

Filter by Location

Filter by Service

All v

Include Cancelled Appointments Include No Shows Report Filed Only Campaign Appointments Only

Student Filters 2

Student Information First Name, Last Name, Student ID, Category, Gender, Race, Student List v
Enroliment HiStOI’y Enrollment Terms v
Area of Study College/School, Degree, Concentration, Major v
Term Data classification, Section Tag, Term GPA v
Performance Data Gpa, Hours, Credits v
Course Data course, section, Status v
Assigned To v
Success Indicators success Markers v

Search Include Inactive My Students Only
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REPORT

Under Activity Filters you will be able to filter for specific parameters.

1 You can filter by Date, Care Unit, Location, Service, Team, Organizer, and Appointment
Campaigns.

2 Under Student Filters, advisors can filter by Student Information such as Name, Student ID, Category,
Gender, Race, and Student List.

Advisor have the ability to filters students by Enroliment History.
Area of Study allows advisors to filter by Academic College, Majors, and Degrees.
Term Data allows advisors to filter by term, credits, GPA, and Classification.

Performance Data will allow you the ability to filter by Cumulative GPA, CSUDH GPA, and Transfer
GPA.

Course Data allows advisor to filter by specific course enrollment.
Assigned to filter will allow advisors to pull students who are assigned to specific staff members.
Success Indicators will allow advisors to pull up students by missed success markers.

3 Once advisors have set all filters necessary, they will be able to complete the Search and generate a
report outlining all appointment that fit their filters.

Under Actions advisors will be able to send a message to students, create an appointment
campaign, schedule appointments, add students to list, and export results to an excel document.



TORO SUCCESS

@ NAVIGATE Fah 2020 o ®0-
(]
TORO SUCCESS
] Seal’Ch csu COLLABORATI\/E‘
2

W New Search

u Saved Searches ~
Keywords (First Name, Last Name, E-mail, Student ID) Type?

~ ?

A Students v

&

N
Student Information First Name, Last Name, Student ID, Category, Gender, Race, Student List v
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Advanced Search
1 You can find the Advanced Search icon on the Menu Bar.
2 Advisors can create a new search by using multiple filters.

Under filters, advisors can filter by Student Information, Enroliment History, Area of Study, Term
Data, Performance Data, Course Data, and Assigned To.

3 Once parameters are set, advisors can complete the data search.

Under Actions advisors can Send Message, Create Appointment Summary, Appointment
Campaign, Schedule Appointment, Add to Student List, and Export Results.
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4 Student Info

Student ID:
Email:
Home:
Cell:
Categories
5 Your Success Team
Tags

Your Fall 2020 instructors

Student Profile
1 Student's profiles can be accessed by searching for students using their name, ID number, or Toromail.

2 Tabs located toward the top will show you an Overview of the student's record, Success Progress,
History (past advising notes, tutoring session, etc.), and Class Info.

3 Under Staff Alerts, you can find any Alerts issued for this student, message the student, add a
reminder to the student, report on appointment, schedule an appointment or add to a student list.

4 Student Info will show student ID Number, Email, Home and Cell number.

5 You can find the students Success Team which include Advisor and Faculty.
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CREATING STUDENT LIST

1.Click on List and Searches icon
2.Click on New List to add a new list of students
3.Name and Save Student List

Student Lists

O NAME # OF STUDENTS
O TR 20 PreHealth Email 3420
O Summer 2020 DM-Campaign 93
[ muoer 2020 DN Outreach 0
Current Page Lists & Searches
— er 2019 Denied 111
O SU 19- Denied 2 93

WY OuRFMELIDD

# Adding New Student List

Marne of Student List

Save Student List (]
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4. Under Actions, select Upload Student List
5. Upload student list in CSV format
6. Your list is now ready

Student Lists

4
Rename
MAME

Delete I

Upload Student List s (R 20 PreHealth Email

O Summer 2020 DN-Campaign
O Summer 2020 DN Outreach
O Summer 2020

O Summer 2019 Denied

Select a Student List Upload

Upload File to Student List

Please upload a .csv file containing a column of student IDs

Choose File | M file selected

6

WAYS TO USE STUDENT LIST

Track student cohort
Send mass email or text
Send student campaigns
Track student groups
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1. In your TSC Staff Home, Select Appointment Campaigns
2. Under Actions, select Appointment Campaign to add a new one

Fall 2020 Campaigns CSU om0 success @
Appointment Campaigns Actions

Filter by care unit; Al care units ‘o M View only my campaigns | want to create a new...

Appointment Campaign
NAME STATS

Summer 2020 Denied Outreach Appts. Made (9%) (@) Reports Created (55%) ({J) Attend. Rate (5%)
10/09/2020 - 11/09/2020

FTF 2015-2016 DC Good Standing (AC) Appts. Made (1%) Reports Created (100%) (@) Attend. Rate (1%)
10/05/2020 - 10/23/2020

FTF 2015-2016 Graduation Deferral Out... Appts. Made (15%) () Reports Created (83%) ) Attend. Rate (12%) (%
10/01/2020 - 10/16/2020

STEPS Follow-up Spring 2020 Appts. Made (21%) (B Reparts Created (96%) @) Attend. Rate (21%) (B
3

[Expired] 08/13/2020 - 08/10/2020

Make-up STEPS Follow-up Appointments ... Appts. Made (24%) (W Reports Created (100%) (@) Attend. Rate (24%) (B
[Expired] 04/09/2020 - 05/15/2020

UAC Advising Appointments Appts. Made (90%) @) Reports Created 96%) () Attend. Rate (37%) )
[Expired] 03/26/2020 - 06/30/2020

TEST Appts. Made (0%) Reports Created (0%) Attend. Rate (0%)
[Expired] 03/20/2020 - 04/03/2020
STEPS Follow-up Probation One-on-one ... Appts. Made (54%) () Reports Created (09%) @) Attend. Rate (54%) ()
[Expired] 01/09/2020 - 01/31/2020
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Define Campaign

The campaign name and dates will be visible on the Appointment Campaigns Tab and the Student Profile for users who have permission to view it.

Campaign Name: Begin Date: End Date:
10/14/2020 10/28/2020
Care Unit: Appointment Limit:
- 1 -
Location: Appointment Length:
- 5 min -
Service: Slots Per Time:
1 i

i/ Allow scheduling over courses
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RUNNING A CAMPAIGN

3. Define campaign details
4. Add students to campaign by selecting student list.
New Invitation Campaign e CSU COLLABORATIV

3 Define Campaign

The campaign name and dates will be visible on the Appointment Campaigns Tab and the Student Profile for users who have permission to view it.

Campaign Name: Begin Date: End Date:
10/14/2020 10/28/2020
Care Unit: Appointment Limit:
- 1 -
Location: Appointment Length:
- 5 min -
Service: Slots Per Time:

i/ Allow scheduling over courses

Cancel Save and Exit Continue

4 Add Students To Campaign

Advanced Search v

Saved Searches ~

Keywords (First Name, Last Name, E-mail, Student \D)’

Student Information First Name, Last Name, Student ID, Category, Gender, Race, Student List -
First Name” Last Name’ From Last Name’ To Last Name’ Student ID7
Gender Race Student List (In Any of These) Transfer Student

All - All - All -
E-mail(s)

Category (In Any of these)’
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RUNNING A CAMPAIGN

5. Confirm and Review Students
6. Add Organizer/s (Advisor/s) to support with campaign

5 Review Students In Campaign

Actions «

NAME

Absalon, Joy
Abundis, Ernesto
Acevedo, Eduardo

Aguilar, Jesse

m]

]

[m]

[m]

]

O Aguilar munog, Linda
(] Aguinaga, Silvia

O Ahir, Ravin

O Aispuro, Elias

O Akhtar, Ahmad
[m]

Alcala, Danielle

—

< Back

Add More Students

6 Add Organizers To Campaign

1D NAME
Alma Melena
- Salvador Valdez

= Jennifer Manqueros

- Margarita Narez

- Stephanie Gonsalves

- Aimee Vaquera
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RUNNING A CAMPAIGN

7. Compose your message and add any attachments
8. Confirm and send campaign
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8 Confirm & Send
Care Unit: Advising Start Date: 10/14/2020 End Dai
Location: ONLINE: University Advisement Center Appt Length: 5 minutes Slots Pe
Service: Online Academic Advising Appt Limit: 1 Organiz
Non Ot
Subject {$student_first_name}, Schedule an Advising appointment
Email Preview View Invitees: View All (855) Include

< Back
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SENDING MASS MESSAGES

1. Click on List and Searches icon
2. Select list that you would like to send message to

Student Lists

Actions =
=

O NAME # OF STUDENTS
O TR 20 PreHealth Email 3420
O Summer 2020 DN-Campaign 93

mmer 2020 DN Outreach 0
er 2019 Denied 11

O SU 19- Denied 2 93

MY Ok BE

3. Select students you would like to send message to. If sending to all students in
list, click on Select All

Back list:

TR 20 PreHealth Email »

100 items on this page are selected. Select all 3420 items.

@ALL STUDENT NAME * ID CATEGORY
1 Abayata, Jared GE Requirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates
2 Abcede, Joeilin GE Requirement Term=2208, Major Requirement Term=2208, Pre-Health Affiliation, UGRD Degree and Certificates
3 Abdel malak, Joliana GE Requirement Term=2208, Major Requirement Term=2208, STAR ACT Curriculum (SB1440), UGRD Degree and Certificates
4 Abdelmalk, Marina GE Requirement Term=2208, Major Requirement Term=2208, Transfer To Success, UGRD Degree and Certificates
5 Abdo, Rugiyo GE Requirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates
6 Abella, Ronald GE Reguirement Term=2208, Major Requirement Term=2208, Toro Ambassadors Transfer 2020, UGRD Degree and Certificates
7 Abeyta, Valerie GE Reguirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates
8 Abid, Larab GE Reguirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates
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SENDING MASS MESSAGES

1. Click on the Actions drop down menu
2. Select Send Message

TR 20 PreHealth Email »

Actions &
Send Message 2 | 100 items on this page are selected. Select all 3420 items.
Create Appointment 5. iary
TUDENT NAME - 1D CATEGORY
Appointment Campaign
ayata, Jared GE Requirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates
schedule Appointment
Add to Student List bcede, Joeilin GE Requirement Term=2208, Major Requirement Term=2208, Pre-Health Affiliation, UGRD Degree and Certificates
Remove from Student List bdel malak, Joliana GE Requirement Term=2208, Major Requirement Term=2208, STAR ACT Curriculum (SB1440), UGRD Degree and Certificates
Export Results bdelmalk, Marina GE Requirement Term=2208, Major Requirement Term=2208, Transfer To Success, UGRD Degree and Certificates
ShowrHide Col
owiHide tolumns bdo, Rugiyo GE Requirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates
6 Abella, Ronald GE Reguirement Term=2208, Major Requirement Term=2208, Toro Ambassadors Transfer 2020, UGRD Degree and Certificates
7 Abeyta, Valerie GE Requirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates
8 Abid, Larab GE Requirement Term=2208, Major Requirement Term=2208, UGRD Degree and Certificates

I:| 2 3 4 5 35 Next

3. Select Send Email or Send Text

SEND A MESSAGE TO 100 PEOFLE

3

Send E-mail Send Text

To: 100 recipients (Show all)

Subject:

Message:

B [ = i= & Paragraph v 5 @



