Generating Appointment Reports in V2 Scribe -
Reports

1 Log into Navigate https://uhcl.campus.eab.com/
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2  Click "Reporting"
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3  Click "Standard Reports"
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Standard Reports ly Report Automations

My Saved Reports

Saved Reports

Access your Saved Reports below. To add a new Saved Report, run a Standard Report and click save from the report rest
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® You Are Currently Viewing Your V3 Saved Reports

Should you need to access your saved reports for any reason, visit Lists & Saved Items
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4  Click "here" to switch back to V2
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5 Click "Appointments" under "Appointment/Visit Reports"
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6 Select the timeframe you would like to focus on for this report

UNIVERSITY OF HOUSTON-CLEAR LAKE
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7 For this example, I will be using the "custom" field to enter a custom date range
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8 If you would like to only see specific meeting types, please select from the
"Scheduled Meeting Type" list.

ACLVILY FlHLers

©
Timeframe Begin Date End Date
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=3
Scheduled Meeting Type
-
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Active For Scheduling
Email
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Phone
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== Al v

For this example, I will select that I only want to see "In-person" and "Virtual"

9 appointments. I recommend leaving the "Scheduled Meeting Type" field blank
because if the advisor did not select a meeting type in their appointment
summary, this field will be left blank in the data, so by adding filters to this field,
you filter out the appointments who do not have meeting type data.
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Under "Report Mode" select if you would like to review students who had an
appointment or did not have an appointment
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11  Select your Care Unit
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Select your Location

@ Report Mode
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Student Information First Name, Last Name, Student ID, Category, Tag, Gender, Race or Ethnicity, Student List

13 If you would like to filter your appointment services in your report results, select
them from the "Filter by Service" field
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14 If you would like to exclude no shows and canceled appointments in your results,
deselect the "Include Cancelled Appointments" and "Include No Shows"
checkboxes next to their field as shown here. Otherwise, you can leave these fields

selected
la=<l]
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Filter by Location
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& 8 ©

Enroliment History Enroliment Terms

15 Scroll down and click "Search"
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16 Review your report parameters. You can also save your report by clicking the
"Save" button to the right of "Unsaved Report". If you save your report you can
revisit in under the "Lists and Saved Items" icon on the left tool bar (bulleted list

icon)
=
] Report Informatio
.
Unsaved Report| sa
@ H
»
o —
R
TUDENT E4¢ STUDENTE ¢ STUDENTID#$ CLASSIFICATION ¢ MAJOR ¢ SCHED

Hd
¥
-

()
|
[

[

17  You can review your total results number at the bottom right of the results table
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378 total results

Page last refreshed at 4:19pm
All times listed are in Central Time (US & Canada) A @ Support
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Click "Actions"

Unsaved Report

St ey e i eron Vel

Click "Export Results" to export your report

Create an Appointment Campaign
Schedule Appointment

Tag

Note

ssue Alert

Add to Student List

Add To-Do

w/Hide Columns

Export Results

@ EAB Privacy Policy 2 | Legal Disclaimer 7 | Terms of Use 7 | Download Acrobat Reader 2
\ ® 2024 EAB. All Rights Reserved. Release Version: 24.1.2.2
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20  Select the columns/data that you would like to include in your report

SHOW/HIDE COLUMNS

Student ID

[[J categories
O Tags

Major

[J care Unit

21  Click "Export".

Location
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Student Name
Student E-mail

[ Student Alternate ID

Classification

[J Cumulative GPA
[J) Assigned Staff
[ Had Appointment?

Scheduled Services
[ scheduled Course Name

Scheduled Services
[[) Scheduled Course Name
[[J Scheduled Course Number

Scheduled Meeting Type

[CJ Appointment Type
Scheduled Date

[[J Scheduled Start Time

[JJ Scheduled End Time

[0 Scheduled Duration (In Min)
[0 Appointment Created At

[JJ Appointment Created By
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You can also review other actions you can take with this data under the "Actions"
button such as sending a message to these students, adding a note to their
profile, etc.

Unsaved Report  sawe

Begin Date: 08/14/2023 x End Date: 10/31/2023 x Scheduled Meeting Type: In-Person & Virtual  x
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