Creating a New Student List and Adding Scribe™
Students

1  Loginto Navigate https://uhcl.campus.eab.com

UNIVERSITY OF HOUSTON-CLEAR LAKE

@ avieaTE i = 2
- ff
O Staff Home ~
=3
Students ~ Appointments My Avallablity ~ Appointment Queues  Appolntment Requests
=g
E Assigned Students
@ List Type: | Assigned Students v | Term:  Spring 2024 (Default T.. ~ | Relationship Type: | All Relationship Tyg
} O NAME $ ID $ STUDENT LIST $ CUMULATIVE GPA ¢ PREDICTED SUPPOR

)

Made with Scribe - https://scribehow.com 1



N

Click "Lists & Saved Items"
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3 Click "New Student List"
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the list of students will remain the same. Use Student Lists to track information about a group of

New Student List
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4 Enter a name for your list
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Adding New Student List

Name of Student List
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Click "Save Student List"

B =@mY

Adding New Student List

Name of Student List

K

Sp24 Undergrads

iz

[CJ Do not show this list in analytics dashboards

Save Student List

® &

@ EAB Privacy Policy 7 | Legal Disclaimer 2 | Terms of Use 2 | Download Acrobat Reader 2
® 2024 EAB. All Rights Reserved. Release Version: 24.1.1.2

i 2 %

S)

Made with Scribe - https://scribehow.com



Click your list name

My Saved Items
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Student Lists

Student Lists are static lists of students by student ID. Even as student information changes, the list of students will remain th

a52 students.
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7 Method 1: Click "Add Student..."
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8 Enter a student's name or 7-digit ID to add them to your list

ADD STUDENT TO STUDENT LIST

joe tes]

Cancel Add Student

9  Click "Add Student"

ADD STUDENT TO STUDENT LIST

Joe Test
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10 Method 2: Type student's name or ID in "quick search" bar

ISTON-CLEAR LAKE
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[) Test, Joe 0003569 High Admit Term: 1390,Admit Term: 1710,Admit Term: 1820,Admit Term: 2190,

11 Once in student profile, Click "Add to Student List" under "Options" on the right
side of the page

Message Student
0.00 ~

Add a Note on this Student

Add a To-Do to this Student

Report on Appointment

Create Request for Appolntment

Schedule an Appolntment

Add to Student List
Issue an Alert
Edit User Settings

Upload Profile Picture

Impersonate User

Staff Alerts
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12  Select the list you want to add them to
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14 Method 3: Click "Advanced Search"
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15 Enter student name, 7-digit ID (can enter multiple IDs at a time), or run a search
for your desired criteria

wl‘ﬂ'luﬂll— ﬂfﬂ w l_'D lv
A
&) Search
=

New Search

Keywords (First Name, Last Name, E-mail, Student ID) 3 Type7
3 = )

joe tes Students
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16 Click "Search"

Course Data course, Section, Status
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Success Indicators Predicted Support Level, Success Markers
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17 Oncein your results, select the students you want to add to your list
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Click "Actions"
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Unsaved Student Search  saw
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19 Click "Add to Student List"

Send a Message to Student
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Create Ad hoc Appointment Summary
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Create an Appointment Campaign

Create a Survey Campaign

1| schedule Appointment

Tag

Note

Mass Print
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Issue Alert
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Add to Student List

Add To-Do

Show/Hide Columns

Export Results
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20 Select your list

ADD TO STUDENT LIST
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21 Click "Save"
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Create new list_.
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