
Spartan Success Network (SSN) Training
MODULE 5: APPOINTMENTS



Training Agenda

• Appointment scheduling/office hours

• Profile configuration

• Types of office hours



SSN Resources for Faculty and Staff



Preference settings

Click on the arrow and it will open 
the preferences settings 

These settings allow you to set your preferences regarding your 
Institutional Profile, Appointment Preferences, and Email Notifications



Profile Settings

These settings allow you to set your preferences regarding your 
Institutional Profile, Appointment Preferences, and Email Notifications



Institutional Profile Tab

Tip:
If you have multiple 
roles at the campus, 
leave the title field 
blank. If your role is 
the same with all 
students, feel free to 
include your title.

Tip:
Students see your 
biography before 
they see your 
general overview.



Appointment Preferences Tab

Tip:
The first location in 
the list is the default 
location, which likely 
will be your office. If 
you choose to include 
your phone number 
as a “location,” 
ensure that it isn’t 
listed first.



Email Notifications Tab

Tip:
For a “cleaner” syncing 
experience between the 
SSN and your Google 
calendar, check “change 
to my appointments” but 
uncheck “change to my 
Office Hours/Group 
Sessions.”



Establish Your Appointment Availability

Quick, basic setupOffice Hours Setup Wizard

• May require further configuration via the other options below
• p. 12 of User’s Guide for Faculty and Staff

Recurring pattern of one-on-one meetingsOffice Hours

• Likely to be the most commonly used office hour setup option
• p. 13-16 of User's Guide for Faculty and Staff

Less structured and/or varied one-on-one meetingsScheduling Wizard

• Establishes availability one week at a time; recommended for short-term, high-traffic needs
• p. 17-18 of User’s Guide for Faculty and Staff

Group meetings limited to a certain number of participantsGroup Session

• Likely useful for both advising and classroom contexts
• p. 19-24 of User’s Guide for Faculty and Staff



Additional Office Hour Considerations

Scheduled vs. Walk-in Reserve Time



Create an Appointment for a Student



Questions?


