How to log into Navigate, set your Scribe™
appointment availability, and sync your
calendar

1 Log into go.uhcl.edu with your employee credentials

UHCL

canalesj

First Time User Forgot Password
Legal Notice as Required by State of Texas
Texas Administrative Code (Title 1, Part 10,
Chapter 202) requires display of the following

notice pertaining to system use within Texas
Higher Education entities:

A_Unauthorized use is prohibited

B. Usage may be subject to security testing and
monitoring
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2 Click the "Navigate" tile
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4 Once logged in, you should see "Staff Home"
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5 Click "My Availability"

UNIVERSITY OF HOUSTON-CLEAR LAKE
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6  Click "Actions"

B =

Staff Home ~

[

Students  Appointments | My Avallablity ~ Appointment Queues  Appolntment Requests

iz

Available Times

® @
o

DAYS OF WEEK  TIMES DATES LOCATION PURPOSE

Candidate Plan of Study (CPS)/My
Degree Requirements, Changes to i
Schedule, Choose Classes for Next
Semester, First Semester Advising,
First Semester Mandatory Advising,
Graduate School Questions, Gradua'
Questions , Mandatory Advising (Ne

o %

. February 09, : 3 4 Student) , Mandatory Probation
k 9:00am - Science & Engineering ars L :
O Fri 11:45am 2024 to May Advisin Advising , Minor (Questions about a
™ ' 31 20724 9 Minor) Need sianed Candidate Plar

N

Click "Add Time"

Staff Home ~

B B

Students Appointments My Avallability Appointment Queues Appolntment Requests

B

Available Times

® o

Add Time
- DATES LOCATION PURPOSE
Copy Time
* Delete Time Candidate Plan of Study (CPS)/My
Degree Requirements, Changes to r
Add to Personal Link Schedule, Choose Classes for Next
(D\ Semester, First Semester Advising,
Remove from Personal Link First Semester Mandatory Advising,
Graduate School Questions, Gradua'
— Questions , Mandatory Advising (Ne
= ] 9:00am - February 09, Science & Engineering Slqum) s Mgndatory Pfobatlon
O Fri 11-45am 2024 1o May Advising A(Msmg , Minor (Questions about a
31,2024 Minor) , Need signed Candidate Plar

S

Study for Veteran Services, Possible
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8 Select the days and timeframes in which you will be available for appointments

ADD AVAILABILITY

When are you available to meet?

Mon Tue Wed [ Thu [ Fn

From To

8:00am 5:00pm
All times listed are in Central Time (US & Canada).

How long is this availability active?

Please select a duration

Add to your personal availability link?

[CJ Add this availability to your personal availability link?

What type of availability is this?

9 Click "Please select a duration" to set your availability for the semester, a range of
dates, etc.

When are you available to meet?

Mon Wed Thu Fri Sat

From To

8:00am 5:00pm
All times listed are in Central Time (US & Canada).

How long is this availability active?

{ Please select a duration

Availability Ranges

Forever \

A Range of Dates

Terms
Fall 2023 (Default Term)
Spring 2024

Summer 2024
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10  For this example, I will use "Spring 2024"

How long is this availability active?

| Please select a duration

| a
Availability Ranges

Forever

A Range of Dates
Terms

Fall 2023 (Default Term)

Summer 2024

Care Unit

Please select a care unit v
Location

Please select a location v

Cancel

11 Select the type of availability you are setting. Appointment availability is for
traditional appointment slots, drop-ins availability is usually for first-come
first-serve meetings, and campaigns availability is usually tied to specific
campaigns (appointment campaigns, etc.)

ADD AVAILABILITY
Spring 2024

Add to your personal availability link?

[CJAdd this availability to your personal availability link?

What type of availability is this?

AppoiQ/tmen% Drop-ins Campaigns

N

Meeting Type

Please select Meeting Types

Care Unit

Please select a care unit

Location

Please select a location
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12 Select your meeting type. You will most likely meet with students in-person and

virtually, but this depends on your advising office.

Add to your personal availability link?

[CJ Add this availability to your personal availability link?

What type of availability is this?

-

! Appointments Drop-ins Campaigns

Meeting Type

Group i

In-Person

Phone

Virtual

Services

Please select services

URL / Phone Number

13  Click "Please select a care unit" and select your care unit

Appointments Drop-ins Campaigns

Meeting Type

x Email || x In-Person | x Virtual

Care Unit

{ Please select a care unit v ]

| a]

Center for Student Advocacy and COmmuni! !

Orientation and New Student Programs

Student Success Center
UHCL Libraries

Writing Center

Special Instructions for Student

B Ili=i=le o
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14  Select your location

Care Unit

Advising

Location

[ Select Location

Select Location

Academic Advising -UHCL Pearland Campus

Business Advising

Education Advising '
Human Sciences & Humanities Advising

Science & Engineering Advising

Texas Medical Center

[ Ty o £, proua tray pupa

Cancel
15  Select the services for your availability
Advising -
Location
Business Advising v

Services
x Changes to my Schedule

% Candidate Plan of Study (CPS)/My Degree Requirements |

These services do not require e

Choose Classes for Next Semester

First Semester Advising

First Semester Mandatory Advising
Graduate School Questions
Graduation Questions

Internship Questions

. oila SHighetnm PN o
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16 If this availability requires a link (zoom, etc.) or a phone number (phone
appointment) please include that in the "URL/Phone Number" field. This
information as well as the special instruction for the students below will be shared
with the student once they schedule an appointment with you

Location

Business Advising v

Services
x Changes to my Schedule
x Candidate Plan of Study (CPS)/My Degree Requirements

x Choose Classes for Next Semester

URL / Phone Number/~

U \_/ J

Special Instructions for Student

B I =il

e.g. room 23, please bring paper

17 In "Special Instructions" please include any appointment specific instructions for
the student such as "we are located in SSCB 123, please arrive 10 minutes before
your appointment and check in at the kiosk" for an in-person appointment, or
"please ensure to be in a quiet space with no distractions" for a virtual
appointment, etc.

x Choose Classes for Next Semester

URL / Phone Number

[ zoom link ]

Special Instructions for Student

B T |32 =i i

e.g. room 23, please bring paper|
//”’\\
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18 If you are doing group advising, please include the number of students that can
schedule an appointment with you at a time. If you are only seeing 1 student per
appointment, set this number to 1.

°®

Will you be meeting with multiple students?

These settings will not be used for kiosk and campaign purposes.
Max Number of Students per Appointment

1

19 Click "Save".

Will you be meeting with multiple students?

These settings will not be used for kiosk and campaign purposes.

Max Number of Students per Appointment

1

v
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20 The next step you want to take is to sync your Outlook calendar so that your it
reflects on your availability in Navigate. Click "Calendar"
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No matching records found

21 Click "Settings and Sync" at the top right of the calendar

v ® =z @

{3 Settings and Sync

ir Items View.

R Print Calendar (PDF) Add Calendar Event

today < day week | month >
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22  Click "Setup Sync..."

(6]
Last Sync: N/A

T S R

Acrobat Reader ~ Page lasi
All times

23 Select your calendar application. For this example, I will use "Microsoft Office 365
(Latest Version)"

@

Calendar Application:

Microsoft Office 365 (Latest Version)

Google Calendar

Other Applications

Go back...

Made with Scribe - https://scribehow.com
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24  You will be prompted to log into your account

B® Microsoft
Pick an account

Canales, Joally M
@ canalesj@uhcl.edu
Signed in

+ Use another account

25  Allow 30 minutes for your calendar to sync

ISt may take up to 30 minutes to upgrade your calendar to the latest Office 365
ync

Retry Upgrade.
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26  Click "Calendar" after 30 minutes to ensure your calendar has synced

@navieaE i =
3}

B B

Calendar

i

2% ® F
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Calendar Settings

It may take up to 30
Sync.
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27 A synced calendar will include your "Busy" timeslots from your main (ex. Outlook)
calendar. Details from your synced calendar will not be shared, your blocks will
simply say "Busy" in your Navigate calendar to prevent students from scheduling
during those times. You are also able to see your scheduled appointments in your
Navigate calendar.

UNIVERSITY OF HOUSTON-CLEAR LAKE

@ \avieaTE & = P

TAll imes listea are in ventral 1ime (US & Lcanaaa).

February 2024
Sun Mon Tue
1::‘ '.’:| :|
&
(|
* 4 5 |
)] [ amBusy ______________JipmBusy |
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