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CLOCKWORK TRAINING
BASIC CALENDAR

LEARNING OBJECTIVES

Become familiar with the calendar
Book an appointment with a student
Schedule a recurring appointment
Re-schedule an appointment

Find a free spot in the calendar
",View another staff members calendar
' View a group calendar
Cancel / delete an appointment
Mark a student as a no-show
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Navigating the calendar

l e Use the arrow buttons to move .

back and forth through the weeks o e
e Use the month calendar to jump
to a date S |
e Use <CTRL+G>tojumptoadate 7777 ::
* Use the <page-up> and 2@

1 2 3 4 5 6 7

<page-down> keys to move
through the weeks

* Use the <home> key to go to today’s date
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Navigating the Calendar

* Use the scroll-bar on the right to
see times not visible on your
calendar

e Use the calendar view buttons
(day, week, month) to change
the number of days showing

* Clicking the week button
repeatedly will toggle weekends
on / off
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/ Booking a Basic Appointment

(Date, time, duration, appointment type, attendees)

Friday

] 2010 September

* Line your mouse up on the e
day you want to book, and at
the time you want the
appointment to start, then
double-click
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New Appointment . sl M. S — — . — ——
. . Details | Multiple appointments | Notes (D)
1. Verlfy da.te & tlme W Private [ Cancgllied [ Locked [ [ _Ovemide color ] T
This should have gone in | pate: November 26,2013 G- Recourees e |
automatically based on where T 1115 AM = to 1215 PM = |puraton Manager Disability
you double-clicked npe | Counselling, Disability .
. Sub title:
Room: |_l v]
Lecation:

S— 7]

2. Select a Type "

Choose the appropriate item ,;‘:,.,__@ e
from the appointment-type
drop down list

Students/Staff |=]

a Add New Students H Save x Close

4. Click ‘Save’
Click the ‘Save’ button at the bottom 3. Select a student

to create the new appointment and Start typing the student’s last name in the
complete the booking process ‘Student (by name)’ drop list at the bottom
right, then hit <enter> when the student’s

name appears

ClockWork Training Guide & Manual Page 8 of 35



Editing an appointment &

Extended Appomtment F|eI

Private, cancelled, locked

Only the appointment creator and
attendees can see any detail on
private appointments, and edit
locked appointments S

it

Icons

Click + to add an icon.
Multiple icons can be
added to an appointment
and act as flags.

New Appointment

Sub title ©
Optionally used to provide
additional information about the
type of appointment (will display
on the appointment with the title)

Room & location
Select the room from
the drop-list, or enter a
location description

Memo

Enter a note about the @

appointment. Anyone
authorized to see the advisor’s
schedule can see this note,
session notes go in a different
location.

@—

Mark an appointment as tentative,
or as delivered by phone or email.
An appointment is considered
face-to-face by default.

Deai
W Private [ Cancelled [ Locked . icons: [ A ].
PY + -
| Dste:  November 26,2013 [~ i e ’ |
Tme 145 AM [ e 1215 PM = Manager Disability
Add active
Type: Counselling, Disability -
Sub title. .
o || al
G
Show tine sz: | -
@lnkduy EEE @ H
Memo.
o

Students/Staff. [ ) El
~
@ Add Mlew Students Hgave x Close

[ J
Show time as :
Options ¢

Staff §
Add a staff
member to the
appointment

Don’t automatically add
my name when booking
a new appointment
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Deleting & Cancelling Appointments

Deleting

"] Delete 3ppoi ‘ [EEREEE ]

[ J right_CIiCk On the appOintment Areyousureyouwanlrtodeletetljnisappoinlment?r |
and choose “Delete”, or click e i ke
once on the appointment and hit | < osiee e sppoinimen
the <delete> key et Lo

* you must accept the warning 3¢ e

e deleted appointments are not
available for statistics

Delete

- Cancel
cancelllng Mark stl.&ﬂo—show

* right-click on the appointment e e
and choose “Cancel”

L
* to reverse, repeat the right-click s [Showencales |
and choose “cancel” procedure |
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Marking a student no-show

* Right-click on the appointment and
choose “Mark student no-show”

e Alternatively, double-click on an
appointment, then right-click on
the student’s name and choose

Coun®sdling, Personal

“Toggle no-show for selected e |
attendee” Eﬁﬁwﬁﬁ“;ﬁ Options v.-l ........

* A no-show appointment s S
identified by a single diagonal line S

* The next time the student comes in P ———
you will receive a warning that e e
their last appointment was a no- P ———
show
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- Appointment History

* To view who originally created
the appointment and when, hold

Booked by: Charlene Bartlett [Jul 21, 2010 02:40 PM]

the <shift> key on the keyboard |
and click once on the
appointment. The information

— o
<« | Pt~ Refresh 75)
Abbott, Susan . 99000255

Stant **

- Appointments summary

will appear on the bottom left of

Home Calendar Extra

|

Calendar Waiting # Notes @ Event log
Current Appointment

the screen ) ' |

%[ (~ay b -
. | @j\ @ :ﬂ' S./}? B i Cancel i Print appt. %) My avaiabilty %
e I O VI eW exte n e ] E Mo-show || ('5a Print calendar ,
Back to My Open Calendar Studentis | |Mew Appt. || Edit Appt. GP Other's availabiity || Free time

search

keyboard and click once on the appointment

history information,l hold the <alt> key on the

b
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Recurring Appointments

* Book the first appointment in the set like a
normal appointment

» Before saving, click on the “Multiple
bookings” tab at the top

* Check “This is a recurring appointment”

 Double-click on dates to add them to the list,
or use the “advanced” tab

Wednesday Thursday

2010 June el 2010 June
Charlene Bartlett Charlene Bartlett Charleng

ESL Class ESL Class ESLC

Ronald Alexander Ronald Alexander Ronal
AR TR 830-9
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* Type in all or part of the staff

members first or last name in
the “Find student, staff, room
or group” text area in the

“Home” ribbon tab at the top.

Click the “View calendar”
button beside the staff
members name

Click “Back to me” on the
“Calendar” tab at the top to
go back to your own calendar

To add the staff’s calendar to
your calendar, click the “+”
button instead of “View
calendar”

| Clear Bai |:ktu

Viewing other’s calendars

2 Messaging | -
=

@@Q

Calendar Extra
& w B e e 5 Print appt. ("9 My availability
‘s Print calendar
BthOM Open Calendar Studentis || New Appt. || Edit Appt. ' ilabili
gt y Open e pp PPt | o ates % Eventlog GF Other's availabiity

Curren t Appointment

Search: front|

|L| © %) Disability Counseliors [ &Ime

i Type ¥ Calendar

Disability, Frontdesk . FDISABILITY Staff
Front Desk (Disability Services)

j\@

Group |View calendar

Home Calendar Extra

Waiting

® @& v

Back to My Open Calendar Studentis || Mew Appt.
||| Calendar i

dining Guide & vianual

rage 14 O
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- Viewing group calendars

* If you know the name of the group you would

like to view, type the group name into the “Find | Do euon e SO
student, staff, room or group” text area at the tone [ Coenier | Exee

& QoW E 8>S 3N

to p i n th e s H O m e” ta b * If yo u Wo u Id I i ke to Add new Student  Appt. MewPoint Emaill Generate Service Accommodations | Instant Testsand Man
2 L a student || Information History of Contact Student Document Reguest Messaging Exams Py
browse the list of available groups, click the |

. 5 Search: Disability Counsellors © &) Disability Counsellors (@ e
“\liew someone else’s calendar” button in the e =] - :,,, TC -
“Calendar” tab, and then choose “View a group Contains: ¥ Comains: ¥ 2)

|View calendar IR

calendar”.

* Click the “View schedule” button beside the
group you would like to view.

D! Disability Counsellors Group |View calendar J|+

* Click “Personal options-Set current view as the
default view” in the main menu at the top to
save the group calendar view so that it will be
the default view when ClockWork opens

*  When booking on a group view, your mouse
should be in the column of the staff you would
like to book the appointment for when you
double-click to create a new appointment.
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Availability Schedule

Use the availability schedule to mark
times that you are available, or not
available, for others to schedule you in an
appointment

Examples include making yourself
available for drop-in appointments, or
making yourself un-available for lunch

Click “Personal options-Availability
schedule” in the main menu at the top

Select a reason from the “Schedule filter”
drop-list

Highlight the days you want to set
availability for (use the <ctrl> key to set
multiple days

Highlight the times you will be available or
unavailable in the time bar on the right

Click the “Save” button

Schedule filter: IDrop in (Available) '

Sun Mon Tue Wed Thu Fri Sat

B2 : 5 6
7 ° 11 12 13
14 |8l 16 [l 18 19 20

21 BB 23 Bl 25 26 27
28

June 2010

Sun Mon Tee Wed Thu F Sat
1l 3 4 5
6 il © B 10 11 12
13 14 15 16 17 18

20 [Bl 22 BB 24 25 26
27 B8l 29 Bl
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CLOCKWORK TRAINING
STUDENT DATA

LEARNING OBJECTIVES

Find a student in ClockWork

Create a new student account in ClockWork
Lookup intake information for a student

. Lookup course information for a student
Entering disability information
Entering accommodations

Generating an accommodation letter
Fnter session notes and point of contact
I Printing session notes

ClockWork Training Guide & Manual Page 17 of 35



- Finding / selecting a student

* There are several ways of selecting

a Stu d ent . ;/‘\;\ ||J Clear Back to me ‘&% Messagingl Susan Abk
\J Home Calendar Extra

 F11-search by partofa S
S 22 d@0R 8 S
StUdent fIrSt name’ IaSt name Add new Student  Appt.  Mew Paoint ETnaiI Generate Service Accommodations

student || Information History of Contact Student Document Request
or student number |

\earch: |LI0 ] Disability Counsellors (@ e
* F12 —lookup the student by last name

or student number from a sorted list

* “Find student, staff, room or group”
text area in the “Home” tab at the top

e C(Click once on the student’s
appointment Searchtont: |

Enter first name or last name or student number

e Once a student is selected their name will
appear at the top of your screen. This is
now the “Active student”.

Search ] l Cancel

* All operations will take the context of the
current “Active student”.
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Creating a New Student Account

* |f the student is not already in
ClockWork an account will have to be
created in order to schedule an
appointment for them

e (Click the “New student” button at the
top left

* Enter the student’s student number (if
the student does not have a student
number you can click the “Temporary”
button to assign a temporary student
number)

* Click the “Lookup student” button to
find the student in your school’s
system

* Verify the student’s name in the
popup and click “Yes, import this
student”

 (lick “Save” at the bottom

(a ]
o N
| Add new ’
student |

Temporary Lookup student

(5 Data Sync Preview - Verify student name

Please review the information below and click 'Import this student’ in
order to continue.

Barb J. Yole (1234586)

student_no
123456

email
Jack@ipro.ca

birthdate
i 2000-02-03

gender|
M

program
Nursing

phone
123-555-1121

FW Import this student x Cancel
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/ Looking up a Student’s Information

* Select the student you would like to lookup
(using F11 for example)

* Click the active student’s name at the top of
your screen, and then choose “Appointment
history” from the drop down to view the
student’s complete appointment history.
Note that the newest appointment will
appear at the top of the list
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Clo

electronic file.

the details

Search

Viewing a Student’s Courses

|- © E)isabily Gourselors | @ E)ie | © & New Student| © & Abbott, 5. 99000255

8 Susan Abbott (99000255)
Summary | Student Info - Disabili

Accommogations | Disability| Financia| Notes (D | BSWD | Documentatio | Workshop appointme |

Course information

Name:

Email:

Phone:

Username:
WILLIAMS

Y. Williams

willams@tpro.ca

465-974-T570

& | View: Hide dropped courses. .
Course description v Status v Timetable ¥ Letterlssued ¥ Instructor viewed ¥ | Instructor confirmed ¥ Student viewed ¥
Contains: ¥ Contains ¥ Contains: T No filter: 7 No filter: ¥ No filter: 7 No fiter: v
D IANTH 214 section 4 W (Winter): Y. Williams INnrma\ 2013-11-06 2013-11-06 2013-11-05
BIO 2145 section 001 (2123): mary5 NormalAndExemptFromDataSync 2013-11-06 20131105
BIOL 210 section 8 W (Winter): M. Mitchell  NormalAndExemptFromDataSyne Friday [3:30 PMto 1:30 PM]  2013-11-06 20131105
GEOG 1455 section 008 (2123): mary5 NormalAndExemptFromDataSync 2013-11-06 2013-11-05
GEOG 310 section 3 W (Winter): F. Campbell NormalAndExemptFromDataSync Tuesday [10:30 AM to 2:30 PM] 2013-11-06 20131105
GOLD ART 125 section 001 (2123): mary5  NormalAndExemptFromDataSyne 20131108 20131105
[ @ Instructor Profile [E=IE—)

o DT ] o
o s

Monday TuesdayJ
o
10 00

5

] Don't update this instructor's profile in data sync

11 z% ave x Close

JANTH 214 W section 4
Dates: 2013-05-18 to 2013-09-16

2013-11-05

Instructor Info
Name' Y. Williams (edif)
[Email: wiliams@tpro.ca
Phone: 465-974-7570
Username: WILLIAMS

Issued: 2013-11-06, Prof viewed: 2013-11-06, Student viewed:

esday

12|

0

Thursday

Friday,

e Select the student and click the “Student Information” button in
the “Home” tab at the top in order to view the student’s

e C(Click the “Courses” tab. Click once on a course in the list to view

e Use the session chooser control located at the bottom to view
courses for different semesters

diTing Gulde & ivianudl

rFdge £1 0
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* Select the student and click the
“Student info” button in the
“Home” tab at the top in order to
view the student’s electronic file.

* Click the “Disability” tab at the top

* Enter the appropriate disability
information and click the “Save”
button at the bottom to commit
your changes

* You must choose at least one
primary disability

* You may choose any number of
secondary disabilities

Entering a Students Disability Info

Pa.%g’

I D R B B B B B B B B

§

£

&

[ Physical
[ Hard of Hearing
[ Visually Impaired

[ Acquired Brain Injury
[ Chronic Medical

[ Leaming

[ Attention Deficit Disorder
v Mental Health

 MID
[ Autism
[ Other

ClockWork Training Guide & Manual
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Entering a Student’s Accommodations

‘4 - select the student
* Click the “Accommodations” button at the top

* Click the “Template” tab to enter accommodations that
will apply to all of the student’s courses

e Optionally click a course tab to enter course-specific
accommodations that will override the template

 Update the accommodations expiry to the end of the
current semester or school year, or to any other date

1. Summary 2. Template |

Test/Exam Related * | Classroom related * |

Accommodations expiry Set end of term |
| April 30, 2011 ﬂ Set end ufschunlyearl

[ notetaking -
Extra Time All | j .
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Generating an Accommodation Letter
(LOA) - _—
1. Select g-meait-merg@template to use

Tem p late ® Accomnjodation letter to Prof - 1

Select the appropriate 2. How would you like to generate / send the letter(s)?
template from the ||St T NEer& Preview letter ) Email letter ) Email letter as attachment
may only be one choice.

PDF
' Word

O ®

3. Which course(s) would you like to generate Iettgrs for?
] Generate a single letter for alfRourses Store letter(g) in document list |
Courses:
AMNTH 214 section 4 W (Wintgr): . Williams
GEOG 310 section 3 W (Win er): F. Campbell . .
I BIOL 210 section 8 W (Wintel): M. Mitchell Send vida email
BIO 2145 section 001 (2123 marys

GEOG 1455 section 008 (21§3) marys If you wish|to email the letter
GOLD ART 125 section 001 2123): marys tO the ro ssor instead Of
— p

printing it,|check this box.

rse selection

2rs will only be generate
ecked courses

session: [EIESTPTIENMNN (<« |(Now (>

4. Provide signatures for the letters

C]

Student () Advisor | Coordinator

Signature pad not available Signature pad not available

v Generatel Letter x Close —

Single letter
If checked, a single letter will be

Generate e generated that you can print
Click the ‘Generate’ button to create mult||_o_le _tlmes. I\_lo fourse
TeotiaT ® specific information can appear

on the single letter.
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Entering Appointment Notes

* Double-click on the student’s appointment

* Click the “Notes” tab
* Enter your notes and save

Edit Appointment Jul 20,2010 K — e

@ i, This appointment occurs in the past li, You are changing an exi

Detailsl Multiple Bookings ~Motes

Clinical notes

b DY S |EEE| =
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Entering a Point of Contact

Tuesday

2010 July

student where there was no
scheduled appointment. For
example, a phone call or meeting in
the hall. A point of contact indicates
service delivery.

* Click the yellow start on the day of
the point of contact with the
student (at the bottom of the

e Select the student from the student
drop list and enter your notes

calendar) i

* A point of contact is a note about a Charenc Bt

Coun®slling, Personal
Ollie Ada
8:00-10:00

h,

_@cademic Advising

10:30-11:30

* Click “Save” to commit your changes

ClockWork Training Guide & Manual
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Viewing Session Notes & Point of

Contacts

e Select the student and click the “Student Info” button
in the “Home” tab at the top, in order to view the
student’s electronic file.

* Click the “Notes” tab at the top

* You will see a list of all the students appointments
and point of contacts on the left, click one to view the
notes on the right pane

* You may enter notes in this view as well.

B Susan Abbott (99000255)
Summary | Student Info - Disabili| Courses | Accommodations | Disability| Financia “Ean BSWD| Docu

2 43 View summary E Export to Excel (5 Print appt list
Drag a column here to group by this column.
Notes v Description T Date Met with % Appt status ¥ Start ¥ -
B ¥ Contains: W Equals: % Contains: W Contains : W Nofi.. ¥ C
|I> lT‘Exam: GEOG 1455 section () Dec 10, 2013 Inv 1 Cancelled 9:00 AM 1
O Counselling. Disability Dec 4, 2013 Manager Disability 11:00 AM 1

] Learning Skills Nov 28, 2013 900 AM 1 3
(] Learning Skill Nov 21, 2013 Manager Disability 9:00 AM 1
0 Conference Nov 17, 2013 Mary Baddam; Mike Dinunzio: Maikel Garma 10-00 AM 1
Counselling. Disability Nov 14, 2013 Manager Disability Cancelled 10:30 AM 1
Point of Contact Nov 14, 2013 Manager Disability F
(=] Exam: GEOG 1455 section () Mov 13, 2013 Inv 1; Mary Testing 9:00 AM Z
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Printing Notes
e Select the student

bottom left

m View summary [‘J*"ﬁ Print

e Click the “Notes” button at the top
* Click the “View summary” button at the

* Click the “Select all” button then “Ok”

G O | 5aPrint +
Name: Ollie Robinson Adams (3260154)

Friday June 25, 2004 (Point of Contact)

Appointment Type: POC - Point of Contact
Service Provider: Charlene Barilett

DATE (DATE): June 25, 2004

TIME (TIME): 12:00 AM to 1:00 AM

HOURS (HOURS): 1

RATE TYPE:

Tuesday March 14, 2006 . 4:30 PM to 5:30 PM (1 hour(s))
ADDO - . .

ClockWork Training Guide & Manual
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CLOCKWORK
Workbook



Work Sheet: Viewing Schedules

1) How to view another person’s schedule
e Type in the name of the staff member or student whose schedule you’d like to view in the “ Search Box” text
area under the tool bar, then click the “View Calendar” button beside the name
2) How to view a group of people’s schedules
e Type in the name of the group whose schedule you’d like to view in the “Search Box” text area under the tool
bar, then click the “View Calendar” button beside the name
3) How to add a person’s schedule to your view
e Type in the name of the staff member or student whose schedule you’d like to view in “Search Box” text area
under the tool bar at the top, then click the + button beside the “View calendar” button
4) How to returnto your own schedule

e Click the Back to my Calendar button located in the “Calendar” tab at the top
Work Sheet: Booking

5) How to book a counselling appointment
e (Call up the schedule view of the counselor or group of counselors, if they’re not already on your screen (see #1
and #2 above) and find an available spot for the booking
e Line up your mouse in the counselor’s column at the appropriate date & time, and double-click. Note that if you
are booking over top of an existing appointment (i.e. double-booking) you may alternatively right-click where
you line up your mouse and choose New Appointment so that you are not editing the existing appointment)
e Change the duration if necessary (use the duration button to the right of the time)
e Change the appointment type by selecting the appropriate item from the Type drop list
e Find the student in the drop list at the lower right & press the <enter> key or click the add button
e Click the Save button located on the bottom toolbar
6) How to book a meeting
e (Call up the schedule view of the people who will be attending the meeting, if they’re not already on your screen
(see #1 and #2 above) and find an available spot for the meeting
e Line up your mouse in any person’s column at the appropriate date and time and double-click. Note that if you
are booking over top of an existing appointment (i.e. double-booking) you may alternatively right-click where
you line up your mouse and choose New Appointment so that you are not editing the existing appointment)
e Select an appropriate appointment type from the Type drop list near the top left
e Ensure all attendees are in the attendees listing on the right by using the staff drop list and add button
e Click the Save button located on the bottom toolbar
7) How to cancel or delete an appointment
e Find the appointment that you would like to cancel or delete and right-click on it
e C(Click on Cancel or Delete in the popup menu. Note that you should only delete an appointment if it was a
mistaken entry, otherwise you should cancel it.
e If you are cancelling, you'll be prompted for an optional reason why the appointment was cancelled
8) How to mark a student no-show
e Find the appointment that the student no-showed for and right-click on it

e C(Click on Mark student as no-show from the popup menu
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Work Sheet: Students

9) How to select a student

e You can select a student in any one of four ways:
= Start typing in the student’s last name into the “Search box” text area under tool box at the top
= Left-click once on an appointment that has your student in it
= Hit F11 on your keyboard and type in part of a student name or number

10) How to add a student

e You can add a student in two ways:
= Click the Add Student button located at the top-left of your screen
= If you have already started booking a new appointment you can find an alternative Add Student button

located in the bottom right corner of the popup appointment box. Click this button and follow the previous
steps — after clicking “Save” your new student will automatically be added into the attendees listing.

e |[f the student does not have or remember their student number, or if they have not yet been assigned a student
number, click on the Temporary button in the New Student Screen (located to the right of the student number
text field) to assign a number. This field should be updated with the proper student number the next time the
student comes in if possible.

11) How to change a student’s phone number
e Select the student (see #9), then click on the Student Info button located in the top-left of your screen
e Click the “Student info” tab, and then change the student number and click the Save button

12) How to lookup a student’s next appt.

e Select the student (see #9)

e Click on the active student’s name at the top of your screen, and then choose “Appointment history” from the
drop down list. The student’s newest appointment will be at the top of the list.

Work Sheet: Miscellaneous

13) Changing your password

e Launch ClockWork (you will find the ClockWork icon on your desktop)

e Click the Change my password button on the login dialog box

e Enter the requested items into the appropriate fields on the popup box
14) Find out who booked an appointment and when it was booked

e Click once on the appointment while holding the <SHIFT> key on your keyboard
15) Find keyboard shortcuts for the screen you are on

e Hit <CTRL+0> on your keyboard
16) How to edit your session notes in a full screen window

e Click once in the notes area and Hit <F10> on your keyboard
17) I've forgotten my username and/or password

e Contact your administrative / IT support to have your password reset
18) I've run into a problem, | have a question, suggestion, or request

e Contact your administrative / IT support
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Exercise 1: Create an appointment

1. Double-click on the day and start time where you would like to create a new appointment

Select an item from the “Type” drop-list, located at the top left of the popup window

3. Select a student to schedule in the appointment from the drop list titled “Student (by name)”, located at
the bottom right of the popup window. Start typing the student’s last name in the drop list and hit the
<ENTER> key on your keyboard when the correct name appears.

4. Click the “Save” button at the bottom of the popup window

no

Exercise 2: Update an appointment

Double-click on the appointment you would like to edit

Optionally change the date and/or time at the top left of the popup window

Optionally change the selection in the “Type” drop-list

Optionally enter a quick note in the “Memo” box at the bottom left of the popup window

Optionally remove an attendee from the attendee list in the top right, by clicking once on the attendee
name and hitting the <DELETE> key on your keyboard

6. Optionally add a student or staff by using the “Student (by name)” or “Staff”” drop-lists at the bottom
right of the popup window.

a s wn e

Exercise 3: Cancel an appointment

1. Right-click on the appointment you would like to cancel
Click on “Cancel” from the popup menu
Optionally enter a reason in the “Note” box
Click the “Save” button at the bottom, or click <ALT+s> on your keyboard
To un-cancel the appointment:
a. Ensure cancelled appointments are visible by changing the drop-list located at the bottom right of
your calendar to “Show cancelled”.
Right-click on the appointment you would like to cancel and choose “Cancel”
Click the “Save” button at the bottom of the popup window

o s~ wN

Exercise 4: Mark a student as a no-show

1. Right-click on the appointment that you would like to mark the student a no-show for
2. Select “Mark student no-show” from the popup menu
3. To remove the no-show status:
a. Right-click on the appointment and choose “Mark student no-show”
or, Double-click on the appointment, then right-click on the student in the attendees list and
choose “Toggle no-show for selected attendee”

Exercise 5: Delete an appointment

1. Right-click on the appointment you would like to delete
2. Click on “Delete” from the popup menu
3. Check the “I understand ...” checkbox, and click the “Delete the appointment” button
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Exercise 6: Enter appointment notes

Double-click on the appointment you would like to enter session notes for

Click the “Notes” tab (or equivalent)

Enter your notes

Click the “Save” button

Note that a student must be in the appointment, the appointment must have a proper “Type” selected
from the corresponding drop-list, and you must be in the appointment.
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Exercise 7: Enter a point-of-contact note

1. Click on the yellow star at the bottom of the day you are entering the notes for

2. Select a student from the “Students by name” drop-list. Start typing the student’s last name, and hit the
<ENTER> key on your keyboard when the correct name appears.

3. Enter your notes in the lower area of the popup window

4. Click “Save”

Exercise 8: Print appointment notes

1. Click once on the appointment with the student you want to print notes for, or select the student using
F11

Click on the “Student Info” button located at the top in the “Home” tab

Click the “Notes” tab, and then click the “View summary” button

Click the “Select all” button

Click the “Ok” button

Click the “Print” button at the top to print the notes
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Exercise 9: Lookup when an appointment was booked

1. Click once on the appointment while holding the <SHIFT> key on your keyboard

2. The information will appear in the bottom left of your screen

3. To view additional information, hold the <ALT> key on your keyboard instead of <SHIFT> when
clicking on the appointment

Exercise 10: View another person’s calendar

1. Type the first or last name of the person you would like to view the calendar for in the “Search Box”
text area under the tool bar at the top left

2. Click the “View calendar” button located to the right of the name in the results listing

Click “Back to my Calendar” (located in the “Calendar” tab at the top) to return to your calendar

4. Repeat step 1 and click the “+” button (located to the right of the “View calendar” button) to add the
staff member’s calendar to your calendar and see both side-by-side. You can return to your Calendar
view by clicking on “Back to my Calendar”

w
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Exercise 11: Lookup a student’s appointment history

1. Select the student (use F11 or search box)
2. In the main menu at the top, click “Student”, then “Student appointment history”

Exercise 12: Re-schedule an appointment

1. Right-click on the appointment and choose “Cut”, then right-click on the desired day and time
and click “Paste”

2. or, double-click on the appointment and update the date and time and save

3. or, Right-click on the appointment and choose “Copy”, then right-click on the desired day and
time and click “Paste”, then right-click on the original appointment and choose “Cancel’;
optionally provide a note that says “rescheduled”.

Exercise 13: Lookup a student’s phone number and email

1. Select the student (use F11 or Search Box)
2. Click on the “Student info” button located at the top

Exercise 14: Enter a student’s disability information

1. Select the student (use F11 or Search Box)
2. Click on the “Student Info” button in the “Home” tab at the top, then click the “Disability” tab
3. Enter the disability-related information and click the “Save” button

Exercise 15: Enter a student’s accommodations

Select the student (use F11 or Search Box)

Click on the “Accommodations” button located at the top

Click the “Template” tab to enter accommodations that will apply to all of the student’s courses
Optionally click on a tab with a course hame on it to override the template accommodations list
for that specific course. Any accommodations you enter here will only apply to that course.
Click the “Summary” tab to review the accommodations you have entered

6. Click the “Save” button at the bottom
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Exercise 16: Generate an accommodation letter

1. Perform the steps from Exercise 15, and instead of clicking “Save” in step 15.6, click
“‘Generate letters and save”

2. Select the appropriate template from the drop-list

3. If you are emailing the letter, ensure that “Send via email” is checked

4. If the instructor will be viewing the letter online, ensure that “Send letter as attachment” is un-
checked

5. If your letter has specific course information on it, like instructor name or course description,
ensure that the “Generate single letter for all courses” checkbox is un-checked

6. Click “Generate”
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Exercise 17: Lookup a student’s registered courses

1. Select the student (use F11 or Search Box)
2. Click the “Student Info” button located in the “Home” tab at the top, then click the “Courses” tab
3. Note the session chooser located at the bottom

Exercise 18: Create a new student account

1. Click on the “New student” button located at the top (or hit <F8> on your keyboard)

2. [If the student has a student number, type in the student number and click the “Lookup student” button to
locate the student information in your school’s data system.

3. If the student does not have a student number, click the “Temporary” button to assign a temporary
student number, type in the student’s first and last name, and enter their phone number and/or email
address. Note that you should update the student number as soon as the student brings in their actual
student number, and they should be told to do so unless they are a pre-admission student.

ClockWork Training Guide & Manual Page 35 of 35



