QuestromTools SigrUp Tool

Questrom Tools: Sign-Up Tool

This stepoy-step guide will show you how to create and manage Classroom SeatingpSstpts for

yourinper son cl ass-up Usohg theQu&sgnomTool s will al |
inpersonclasses, receive email notifications for open slots and reminders, and manage their

reservations.

IMPORTANT NOTE FOR SET-UP: Recurring meetings can only be set to repeat by day of the week. For

classes that meet more than once a week, you will neatiae a recurring time for each day of the

week. For example a class that meets Mon/ Wed, will need a recurring meeting for Monday and an
additional recurring meeting for WednesdaDay We r
of the Week."”
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Creating Classroom Seati8grups and Pre
Assigning Students in Bulk

I)Navigate -Ump' ttheol"  .Sigmen, <click * Add’

2)Change ' Title’” to namek,ofl .Go.ur"“sTeO laOnldodbeatyputosfd at yhse” .
in your room assignment, i.eHAR 208

Title:= TO101 Wendesdays
Organizer: Tony Chu (tonychu) hd
Location:= HAR 208

= Unao
Category:
Description:

? | [ Source | [ [ERGERE- 1 QLIE L




3) Select your meeting settings:

Enter your *‘Start’ and ‘' End’ Date/ Ti me

Select ' Meeting Frequency’ based on your <c¢l ass me
Check ‘Attendance’ for attendance to be taken at
IMPORTANT:

The Start Date will set the default day of the week for a recurring meeting.

For example: If your start date is 9/2/2020, which is a Wednesday, these Sign-up slots will default to
ONLY every Wednesday. You will need to make another set of Sign-up slots for a different day of the

week.
I'l;te"-t Time: [09102/2020 11:00 am | ml
End Time:: |09«02#2020 12:15 pm ‘ =
Meeting Frequency:= Weekly A
"0 | occurrences By default, sign-ups will be
Ena Aner . .
® [1zr02020 & available 6 Days prior to the
sign-up begins: E_ J[bwe Jv| betore meetngegns :> class session. You can change
Sign-up ends: Hours »  before meeting finishes thlS Sett'lng to make the Slgn_
= ups available sooner to your
IAttendance: [/ Attendance will be taken (you can track attendance to this meeting if selected) I
— students.
Available To:= |« Tony Demo site (Current Site)
Faculty
Staff
Student Techs
@ Other Sites
4) C h a nNgireber ‘of slots availabler signup't o * 1’ and ‘ Number of participal
* Dinber of seats available in your classrdiom Then <c¢l i ck ‘ Next'’
Meeting Type:- () Open meeting (no sign-up required)
) Single slot
+) Multiple slots
Number of slots available for sign-up: 1

Number of participants per time slot:

Estimate duration per time slot (min): 75

[ | Advanced user-defined timeslots




5) Scroll down and selett Y e s send
participant signs up

an emai l notificati on

‘Assign Participants & Publish

[] Yes, display names of participants to others. I E> You can check this box off if you would
like students to see the names of other

students who signed up for this session.

IDispIay Participant Names:

Meeting Coordinators: +/ Chu, Tony
[_] Marton, Peter
[ Stoller, Gregory

[ Yes, send an email notification to the selected meeting coordinators when a participant signs up or cancels an appointment.

Notifications of participant actions:

Announce Availability: [/ Yes, send an email notification to:

(%) All potential participants

() Selected meeting coordinators

Default Notification setting: ] Yes, pre-select the 'Email Notification' checkbox on the Modify Meeting page.

Other Default Settings: » Show the other default settings

Publish Assign Participants & Publish Back Cancel

6) Select Add Participaritand add all othe students who will be bulk populated mthese time slots.

When you are done, clicRublish.

7)

Assign Participants

Meeting Date: Saturday, August 29, 2020, 11:00 AM

Announce
Availability: *) All potential participants(_) Selected meeting coordinators and participants currently signed up
Max # of
Time Slot . Participants
Participants
11:00 AM - 12:00 PM 3 @ Add Participant

to

“Note:- If you click the Back button, all pre-assigned participants will be lost.
- Meeting organizer can assign greater than specified maximum number of participants, if desired

- Click "Publish’ to finalize the meeting(s) creation process

Publish Back Cancel

Repeat the steps-6 for each day that your class mis.

t

or cancels an appoint ment

he



ManuallyAssigning Students fé&ach Time Slot

You can asign students to thén-classsessios manually After all seats have been assigned:

1) Students who you assigned, can Cancel the-@igindicating that they will not attend the iclass
session.

2) Students who were not assigned, can Add themselves to a Wai6 disgs before the in-class
session.

To assign students to yoimn-class sessian please follow these instructions.

1) Click into thdn-class session sigip. Each sigiup has a Date and Time, please use this to
determine thein-class session sigmps.

Meetings
View: A Futute Mestings v By category: A Expand all recurring meetings.

Remove

B My Meda

Modia Gablory

Sign-up

2) Click *“ Add Par alliofthe studemts you woaldlike tosadd|, atick Ok.

™, Forums
B My Media Email Yes, send email to notify the related participant(s) about the changes that have been made. « Hide mesting info above
Notification:
Media Gallery
Max # of
g Time Slot Participants Wait List
iy Participants =
© Help 11:00 AM - 12:15 PM ) ) Add Participant
Media Gallery
Max # of
& 5 Time Slot Participants Wait List
S Participants P
e e ——
Help Select Chu, Tony R4
11:00AM - 12:15 PM 2 2 Add Participant
cancel || Chu, Tony
Dupee, Bill

“Note:- Click on a time slot to lock or cancel it B STkl e

- Click [} to change or swap participants. _
- Click @ to delete a participant. ErEeEiiErit i

- Click [ to email a parficipant. Dupee Student 3, Odd-ball
- Click © to view/edit a atiendee’s comment
- Meeting organizers can add participants even if the time slot is full. Kaltura, Qst

Williamson, Rebecca

Back

3) Repeat step 1 and? to continue and finispopulating thein-class sessiosign ups




Viewing Sigrup Rosters and Waitlisted Students

1) Navigate -Wm' ttheol' Sad myd -up klat that you wouldlikettawview (8lickgon
the “+° symbol to expand al/l recurring meetings)

! Announcements . -
Click here to View both

B Resources students who signed up  orclick a meeting titie
B Assignments and Waitlisted students *tnes
 Test & Quizzes Meeting Ti Organizer Location
& Gradebook 01 Wednesdaysjl Tony Chu https://questh
@ Zoom Live Classroom
4 Email Archive S e

Click here to expand
£+ Site Info ; :

all recurring meetings

2) Signup slots ae available on a first corAfirst serve basis. Once all seats are filled, students can

add themselves to a Wait List. If a student with a reservation cancels, the first student on the Wait List
will be automatically added to Participants. The newly adstedient will also receive an email notifying
them that a seat has opened up and has been given to them.

Meeting Details

Title: & TO101 Wednesdays
Organizer: Tony Chu
Location: https://questrom.zoom.us/j/98080294609?pwd=a1Z2TEFJbKNITG1EQzc5eUpTejBZUT09
Category:
Meeting Date:  Wednesday, September 2, 2020
Time Period: 11:00AM - 12:15PM
iCalendar link: 5 D
Sign-up Begins:  Thursday, August 27, 2020, 11:00 AM

nload

Sign-up Ends: Wednesday, September 2, 2020, 11:15 AM
» Show site(s)/group(s) details

Available To:
Description:
Email Yes, send email to notify the related par about the that have been made.  Hide meeting info above
Notification:
Max # of
Time Slot 0 Participants ( Email all ) Wait List
Participants

@ [ Dupee student 2, Ira

@ Add Participant

*Note: - Click on a time slot to lock or cancel it.
- Click [ to change or swap participants
- Click @ to delete a participant
- Click [ to email a participant
- Click © to view/edit a attendee’s comment
- Meeting organizers can add participants even if the time slot is full




Taking Attendance

Take attendance at the start of every class

1)Navigate -Ump' ttheo!l" Samgd cl i ck

Boston University Questrom School of Business
Questrom Tools

AHome . FF101TestSum20 .  YD101Test2020 . RomanDemosite .  CelinaSandbox . PEMBA Case Competitio.. .  Academicintegrityat.. .  Administration Workspace - m
3 siGn-up
Meetings
ck 'AGd' 10 create a new n " oy
View: AllF v By category. Al v Expand il recurring meetings.

Datea Time

Sie Info
Email

® Foums

who

he

2)Check the names of t student s

Boston University Questrom School of Business
Questrom Tools

#Home -~ FF101 Test Sum20 -+ YD101 Test2020 - Roman Demosite - Celina Sandbox + PEMBA Case Competitio...

SIGN-UP

[ Syllabus Print this page

Announcements

Attendance:TO101 Wednesdays

Resources

11:00 AM - 12:15 PM

Assignments
Select all signed up

Qmr v A

Test & Quizzes
«/Dupee student 1, Ima

Gradebook Dupee student 2, Ira

Dupee student 3, Odd-ball

Save Cancel

Zoom Live Classroom

Email Archive

Site Info

Email

K # K © ®

Attendance’

222 Sites Tony

Remove

are in

Academic Integri

your




Student Information for Sigap for Classroom Seats

1) Students will -bDpvigabée ta theitrSQgestrom Tool s
available sigrup slots as well as the slots that they have signed up for.

Meetings
To sign up for a meeting, click the meeting title.
View: All Future Meetings = By category: Al |w | Expand all recurring meetings.
Organizer Categor Date = Time Status
Tony Chu Here Wed, 7/22/20 12:30 PM - 1:00 PM In Progress
Tony Chu Here Thu, 7/23/20 12:30 PM - 1:00 PM Signed up
Tony Chu Here Fri, 7/24/20 12:30 PM - 1:00 PM Full
Tony Chu Here Mon, 7/27/20 12:30 PM - 1:00 PM Available
Tony Chu Here Tue, 7128120 12:30 PM - 1:00 PM Available
Tony Chu Here Wed, 7/29/20 12:30 PM - 1:00 PM Available on 7/23/20
Tony Chu Here Thu, 7/30/20 12:30 PM - 1:00 PM Available on 7/24/20
Tony Chu Here Fri, 7/31/20 12:30 PM - 1:00 PM Available on 7/25/20

2) For all future Sigp slots, students can click into the Meeting Title of the class they would like
to attend and sign up for a seat.

a) If the signup slot isAvailable, t hey wi |l | have &p. ‘' Action’ butt

 Hide meeting info above

Time Slot Available Places Participants Your Status Action

12:30 PM - 1:00 PM 2 Sign Up

Back

b) If the signup slotisFull, t hey wi l |l have an ‘ Action’ button

Time Slot Available Places Participants Your Status Action

Gomez alcala, Gabriela
12:30 PM - 1:00 PM None Join Wait List
Kulikowski, Albert




