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CLOCKWORK TRAINING
WORKSHOPS

LEARNING OBJECTIVES

Become familiar with the Workshops Interface
Create a workshop group

Create a workshop event

Create an appointment

Add attendees

Add facilitators

Create a recurring workshop appointment
Export to pdf/excel

Book a workshop online- student
Workshops - Admin
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® BE B

BSWD Workshops

= Calendar
Mew Point Service  Accommodations Instant  Testsand Manage Service My Students  Accommodation  BSWD
i Exams Providers Requests (al])

Email  Generate
Messaging

Add new Student
student Information }-ﬁsmry of Contact Student Document Request

To access workshops from Clockwork, Click on the Workshops button on the Clockwork Ribbon bar

Tests & Exams | Workshops

@ B {1 R@ ﬁ r;? thr ﬁ

< @
Refresh | Newevent Editevent ﬁ Mew appointment  Edit appontment
Smwc é}:&im © (Doisabilty Counseliors 0.m O&Ms:;nulﬂo me-nupahmu
Sockc: oo o Danke] This is the screen that opens up
wed January 9 - tue January 15, 2013
T where you can manage your
workshops

Go to: This week | Next week | Two weeks | This month | This term | Today | Tomonow | Choose dates ...
Drag a column here to group by this column.

Date ¥ Starttime ¥ Endtime ¥ Duration ¥  Status ¥ Aftendee count ¥ Max attendee count ¥ Location ¥
¥ Equals: ¥ Contains: ¥

Workshops | Events

- ¢J Leaming Skills
@ Choosing a career @
= Soft Skills

- 1 Workshop
« EEETTT 7 ¢ swweo
Contains: ¥ Contains: ¥ No filter ¥ No filter W No filter ¥ Comtains: ¥ Contains. ¥ Equals:
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Creating a workshop group

e Login to clockwork admin
e Select Appointments -> Appointment Types

O

New Appointment Type

e Click on New Appointment Type

e Enter the Workshop title in the appointment title section and check
the workshop check box.

e Click on 'Ok’ to save the workshop group.

S abedibdetbdeedd N A seet
rA!I appointment types sorted by grot
| &-¢J Ungrouped

¥ Conference

» Counselling Follow up

¥ Interview
3 -
Il Y Leave of Absence
- ~¥ Meeting

¥ Not in the office

1 Appointment Type Details - =B | 32

Group: Ungrouped -

Appointment Title:  Learning Skills

[ Colour; Click to change ] [ Random l Auto icon: D Clear |

V] Workshop — This appointment should appear in Today's
[1Test / Exam “ Highlights.

Associated assessment / notes form(s)
Item

[”] Doctor's Actions

[7] Notes (D)

[7] Nurse Actions

[”] Online booking form

[7] Session Notes (Aboriginial)

[7] Session Notes (Academic)

["] Session Notes (Career)

[7] Session Notes (Counselling)

[7] Session Notes (Equity)

71 Session Nates (HS) >

m

¢0K x Cancel

¢ |n certain cases you need to allow the workshop appointment types in order for it show up in Clockwork
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Login to Clockwork admin->settings-> Clockwork main settings->Appointments ->Allowed Appointment Types

Everyone settings

whMiscellaneous Drag a column here to gro
Group 2
Contains: ¥ Contains: all
Appoi |Nlomd ppoil types [ 2
Only allow staff to view appointments with Allowed Appointment Types in the student app... v A

Appointments
Appointments Allowed to change availability schedule for which groups of people i

|
Iy eat tha i finn far oo 1o tha lact i fn, [ 4

&7 Students

(D p———— R =l s
Allowed appointment types Allowed appoinhrent iypes i

"1 Use default setting

© Add appointment type | €) Remove selected | ™ Clear list

Conference
Counselling, Disability
Crisis (drop-in)
Disability Follow up
Disability Intake
Exam

Interview

Learning Skills

Leave of Absence
Meeting

Not in the office L.
Other

Personal, Lunch

Personal, Other

Poc

POC (Disability)

POC (Disability) =

v Save x Cancel

mn

ClockWork Workshop Training Guide Page 5 of 18



Creating a workshop event

2
e Click on the New event button available on the ribbon bar. N o
e Select the workshop group from the drop down menu and enter the workshop details and click ‘Save’. This is

used to refer the details of the workshop whenever you want to schedule a date for the workshop

¥y New workshop event ! E@E |
Workshop Group:  Leaming Skills - Facilitator 1: Disability, Manager . MDISABILITY E
Workshop Title: Relationship Buiding
Workshop Description: Facilitator 22 Jack Ryans E
To leam how to mainitain and build new relationships
Facilitator 3: Michelle Adams E
Workshop Location: Workshop Notes:
Gray Hall Faciliator should be present one hour early
Workshops [ Events Bor
- I Learning Skills
Maximum Attendees: 15 =Y Workshop Fee: $ 10.00 2 ® Choosing a career ¢
-1 Relationship Building
@ Soft Skills
v Save x Close - {1 Workshop
@ Set career goals
- - 4
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Q
|
Edit event

e You can click on edit event button on the ribbon bar to edit the event details anytime.

e If you have to delete an event, you can hit the delete event button on the ribbon bar. You can only delete
an even it is empty.

Export to pdf/excel

Export the list

| Workshops |

Delete
event

. o = .. ' . = | f workshop
- ) e, @ b ﬁ ﬁ f‘ 4 At Export to Pdf :
R uﬁ' ; “ B8 | &lBe x > appointment in
Refresh | Mew t  Edit t Delete | Mew intment  Edit intment Delete Print TClose |
efres Eew even it even ei:nt ew appointmen it appointmen app;netﬂent rin @ Expart to Excel to excel or pdf
i Actions A Ophons
Filter by date range
Use the
jookings |Ca|er1dar IWorkshop De13i|s| different links
@ 3 - |sun September 1 - tue December 31, 2013 > to filter by
R’ Go to: This week | Next week | Two weeks | This month | This term | Today | Tomorrow | Choose dates
week, term
Drag a column here to g = e @

choose dates
to pick your
own dates
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Create a workshop appointment

e To create an appointment for a workshop event. Click on new appointment or select the event and right

click to book a new appointment.

Use this section to enter the
date and time of the
appointment. Use the duration
field to set the duration which
can help you determine the
end time of the appointment

type.

Use the ‘type’ drop down
menu to select the workshop
group. And the ‘workshop’
dropdown menu to select the
workshop event

FL
-t

Enter the total number of

attend this workshop.

attendees that are allowed to
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ﬂ—

New appointment
oi (=1 ]
S ==
[, gy N Deveete 0
|| Details |Recurrence
5 Add ttendee:

Date: November -07-13 @~ anaten B

Jime: F00AM 4
T > i - ra—

1000 A0 | } [C] Lock duration um No-show | [ Facilitator | [&] Remove = [E Add -
| Duration v| 60 [minutzs) Drag a column here to group by this column.
Type: ’Learning Skills - Name ¥ No-show %W Facilitator ¥ PrimaryGroup ¥
- - — Con... ¥ w W @ v Contains: i
Workshop: Relationship Building -
Max attendees: 0 = .

Sub title:

Location:

Room: IZ|

Show ’ ]

time as: e

M Cancelled W Private H Tentative Icons: (R [ ]

M.emo: _ Comments

o[ WS B EE|=

4 I L3
W Save x Close
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Details |Recurrence|

,
£ Edtworshonepecioenen e =l

You can add both

4

students and attendee
by searching for them

Date: November -07-13 v Addanattendee:
. Barton, Jack A . 99001225
|| | Time: 900AM 4 _
10:004M | } [C] Lock duration um No-show | [ Facilitator | [&] Remove - [ Add -
| Duration '| 60 [minutes) Drag a column here to group by this column.
Type: ’Leaming Skills - Name % Mo-show % Facilitator ¥ PrimaryGroup %
- - — Contains: W | v [@ W Contains: v
Workshop: Relationship Building -
Susan Abbott [ ] Students
Max attendees: 0 =
Susan Connor 0 o Students
Sub title: Susan McConnell 0 o Students
i Jack Ryans (] Staff
Location: - =
I Manager Disability o |
Room:  ARoom, ARoom . AROOM IZ| Jackie Atkinson O ] Students
::l‘:‘;s: [Phone v] Jack Barton o o Students
W Cancelled W Private W Tentative icons: [ [FD) I
Memo: E—
BEHUWsSs[EEE =

You can enter additional info here.

This willl be conducted twice a week

¢ Save x Qlwe

by their name or
student number

In this section you can
select and add an
attendee one at a time.
You can select some of the
attendees as Facilitators.
You can alternatively mark
an attendee as no-show.

This section can used to type any kind of
notes specific to this appointment
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v

Here is where you can have a dynamic form attached to
your workshop appointment to capture additional
information on every workshop appointment.
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Booking a recurring workshop appointment (Simple)

YV VYV

Enter the start
time and end
time of the
recurring
appointments

To book a recurring appointment select the check box ‘this appointment is recurring’.
Enter the time range to add.
You can select the duration button to determine the end time of the appointment.
Use the date picker field to add the dates to the list. Just double click on the dates. Then click on ‘Save’.

- -

L New wor‘kshop‘alppoinlment

-

- - —

o[ ) [ |

Double click on a
date to add it to
the list on the
right. Here you can
switch to different
months or years.

Details | Recurrence |

¥ This appointment is recurring

| Simple | Advanced

Time range to add:

900 AN [iey
= Lock duration
T
| Duration ~ | 60

Double-click a date to add it

+« November » « 2013 »
SMTWTFS

{minutes)

Recurring dates for this appointment set:

[&] Clear list
Drag a column here to group by this column.
Date % Duration ¥ Mew instance W
Equals:  Contains: W [w] g

| [Nov 14, 2013 .

Nov 21, 2013 .
Nov 11, 2013 .
Nov 28, 2013 .
Nov 29, 2013 .

9:00 AM | 1 hour

9:00 AM 1 hour
9:00 AM 1 hour
9:00 AM 1 hour
9:00 AM 1 hour

< < < < <

>

Here you will see the list of
dates that are added when
you select them on the
date picker. You can clear
the list to start adding the
dates again.

vgave x Close

Booking a recurring
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Booking a recurring workshop appointment (Advanced)

» Select the ‘Advanced tab when you are in the recurring appointment section.
» Select the time range to add

» Select the recurrence pattern and then ‘Save’.

~
L Mew workshop appointrr:nt L e c——

Enter the start
time and end
time of the
recurring
appointments

Select the
recurrence
pattern by day,
week, month or
year. For
example: Here
we have the
pattern selected
as weekly and
the range of
recurrence was
set to start on
Nov 8th 2013
and ends after 8
occurrences

Details | Recurrence |

This appointment is recurring

Advanced

Time range to add:

12:0080M =
T Lock duration
12:00AM  * D
| Duration ~ | 0 {minutes)

Recurrence pattern

© Daily @ Every: 13| day(s)
® Weekly ) Every weekday

© Monthly

D Yearly

Range of recurrence:

Start” | November 8, 2013 -

_ i =
@ End after: 8 | occurrences

© Endby:  December 31, 2013 ~

Recurring dates for this appointment set:

‘ Add this recurrence pattern to the list

[&] Clear list
Drag a column here to group by this column.
Date % Duration ¥ MNew instance
Equals: W Contains: v [5] i
10 [Nov 8, 2013 . 12:00 AM v
MNov 15, 2013 . 12:00 AM v
MNov 22, 2013 . 12:00 AM v
MNov 29, 2013 . 12:00 AM v
Dec 6, 2013 . 12:00 AM v
Dec 13, 2013 . 12:00 AM v
Dec 20, 2013 . 12:00 AM v
Dec 27, 2013 . 12:00 AM v

Once you click on the
button ‘Add this
recurrence pattern to
the list’. The list of
dates is added here.

vgave w Close
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Graphical Calendar

The graphical calendar of the workshop enables you to see the list of workshops in a graphical view. You can right click on
the calendar to book an appointment, go to a specific date or change view to day/week or month.

@l mon November 11 - sun November 17
el | _&' Go to: This week | Next week | This month | Today | Tomorrow

November-11 November-12 | November-13 | Hovember-14
Relationship Building Relationship Buiding Relationship Buikding Relationship Buiding

9 900 AM-10:00 AM Learning Skifs ‘Relationship Buiding || 9:00 AM-10:00 AM Learning Skils ‘Relationship Buiding || 9:00 AM-10.00 AM Learning Skifs ‘Relationship Buiding || 9:00 AM-10:00 AM Learning Skl ‘Relationship Buiding
AM

30

10,
) . ") New Appeintment
New All Day Event

: & P

P Goto Date...
30
Change View To  *

12,

30

1

30

2 00

30

3 00

30
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Workshop Event Details

The workshop event detail shows you the description and other info of the workshop event that was created initially by you.

You can edit this information anytime. The description entered here is seen on the web by the students.

Bookings | Calendar | Workshop Details

Workshop Event Details

Event: Relationship Building

Description:

To learn how to mainitain and build new relationships

Maximum Attendees: 15 Workshop Fee: $10.00

Location:
Gray Hall

Notes:

Faciliator should be present one hour early

Facilitators:

1. Manager Disability
2. Jack Ryans
3. Michelle Adams

Edit

ClockWork Workshop Training Guide
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Online workshop booking

. Main meny ~ & admin . log out
Welcome to the Online Student Services

Please select an option from the menu below

e & & &

Book a test My schedule Self Reqistration Book an appointment Book a workshop
» T,
- 112
7 114
Course Notes Note-takers Staff calendar

ClockWork Workshop Training Guide

The student can choose the
book a workshop button to
register with any of the
workshops published
online. They will be
prompted to login using
their school login
credentials.
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:@('im'k\-‘\ rk

This welcome page text can

 Main menu L T be edited through
| Information | Workshop / Event Booking .
Available workshops _ _ , _ ! > clockwork admin.
Welcome to the Workshop / Event Booking website. You can use this website to -

My upcoming appts

Logout = View a list of workshops/events that we offer
— * Sign-up for a workshop or event
-

= Check your upcoming scheduled appoiniments

Please click the Available workshops link in the menu to the left in order to get started. You will be asked to login
using your school login account when you are ready to book a workshop.

ClockWork Online Sludent Access
Skip to main content 3 Main meny_ > & admin _ log out
Information | Book a Workshop
Available workshops Available evenls are listed below. Click on the 'Book' button beside the event you would like to signup for
My upcoming appts T = : -
s SEEE | Date - | Time | Available spaces | Action |

rogout | Choosing a Major; Having difficulty in deciding on a major? This warkshop will provide tips an narrawing dawn your

selection and making sure you know all of your options. i

Thursday February 28 9:00 AM to 10:00 AM 7 Book

1 hour

The students can see the list of the
Life after Grad School; workshop description 123 ...

Monday February 18 9:00 AM to 10:00 AM 5 Book > date and times of all the
1 hour 1

Social I\nxiel\; / Shyness Workshop.‘ A group to help student increase strategies to increase social comfort and WorkShops that are C0m|ng Up.

relationships. ,
Monday February 25 12:00 AM to 12:00 AM . e
0 minutes register for a specific workshop.

3liness IrKsSNopSs; Students are invited to enhance their personal wellness by participating in this series. Al
Wellness Workshops; stud d f heir p | wellness b pating in th 1

They can click on ‘book’ in order to

workshops are designed and facilitated by Wellness Centre staff.

Tuesday February 19 9:00 AM to 10:00 AM 0 | Book
1 hour
ClockWork Online Student Access
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2 Main meny

% & admin . log out

Information
Available workshops
My upcoming appts

Logout

| My upcoming events

Your event listing i _B_e_f.'i§h_..|

, Details | Date / time | Status | Options |
Exam Wed. November 13 Cancel |

9:00 AM to 12:55 PM

Wed. November 13
900 AM to 1000 AM

Counselling, Disability Wed. December 4
Manager 11:00 AM to 12:00 PM

GEOG 1455 008
¥ Learning Skills

Cancel |
Cancel |

[ Eﬁponl.o.Pdf] [ Refresh '!

ClockWork Online Studenl Access

% & admin . log out

The students ietiommation

. Available workshops
can see their Ky Uncoig seps
upcoming e Logout
workshops

under the my
upcoming appts
menu

ClockWork Workshop Training Guide

Sign-up for a workshop
Relationship Building

To learn how to mainitain and build new relationships

Wednesday November 13
9:00 AM to 10:00 AM

|_ Cancel ] [ Confirm this booking ]
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Workshops admin

e Login to clockwork admin->settings->web module settings-> and select workshops

e You can double click on the display menu settings and edit the text that is displayed on the web.
¢ Click on emalil to edit the email that goes out to the student as soon as they book a workshop online.

Settings Values
_Main settings
" Workshops to publish 18
Display
Welcome page info Browsable content

Workshop ksting page instructions  Available events are ksted below. Click on the 'B...

Email

Student confirmation of booking email  <email> <to>#-emair#<to> <from>&~from~&...

Rules

Allow non-ClockWork students to a... False
Apply form number

Faciitator workshop form number

Form for collecting info from userd...

New user registration form.

Post booking form number

Is Default value?

No

Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes

i ' @ Find setting -,];5 Next setting

ClockWork Workshop Training Guide
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ClockWork Workshop Training Guide

Select the ‘workshops to publish’ setting to select the workshop you want to publish online for students.

Values

] Wellness Workshops

["] Relationship Enhancement Warkshop
["] Social Anxiety / Shyness Workshop

[] Choasing a Major

[T Life after Graduation
[] Life after Grad School
i ["] Choosing a career

j| [ Soft Skills

il [C] Set career goals

[ choosing

] Career Skills

4 ™
+g Edit reference_array setting value Elﬂlg

® Workshops to publish

-~

m

|| Use the default value for this setting

v Save x Cancel
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