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Have you heard of the Office of Student Success & Retention?
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=How do we support students?,
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e
What's the difference?

Lesson: OSSR Intro 5/25 /__/_7/ Nnearpod



Communicating with your
Instructor

It's your responsibility!
AN
g
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Communicating with your Instructor

1. Double check your syllabus
2.Use your school e-mail
3.State who you are
4.Communicate respectfully
5.Use complete sentences

6. Proofread your e-maill
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Communicaﬂnﬂ with your Instructor

Example 1

Good Afternoon Dr.

| am
am in your

. | need help with...
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Communicating with vour Ihstructor

Good Morning Dr. (insert instructor's
name),

| am (insert your name here), and | am in
your (insert name of class, day & time). |
would like to set up an appointment

during your office Hours to discuss
(state concern). May | come (insert
weekday and date) at (insert time?)

Evample 2
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Communic:.aﬁng with your Instructor

Evample 3 |
Good Afternoon Dr. (insert instructor s name),

| am (insert your name here), and | am in your
(insert name of class, day & time)
Unfortunately due to (sfafe the reason,) |
missed submitting (insert name of the

assignmenﬁ) It was not my intention To miss
the deadline. Please allow me to submit the
assignment.
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Fill in the Blanks
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HIST
appointment Brown

9-9:30.

Good Dr.

My name is Lexie from 2112
MW, & F | was wondering if we could set up
an to discuss my on the writing

portion of Exam 2.

| read in the syllabus that your office hours are scheduled on
from 2 to 5 PM. May | come at
next Wednesday?
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| look forward to your reply.

Kind
Lexie Brown
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Communicating with
your professor

Are there any
questions?
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Adding dates to
Outlook Calendar

L nearpod



Adding dates to Outlook Calendar
1. Sign into MyVSU

2. Open e-mail

3. On the left side,
select the calendar icon V=

E-Malils

R5E Fopds
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Adding dates to Outlook Calendar
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Adding dates to Outlook Calendar

In the top left corner, select the tab labeled "New Appointment”
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Adding dates to Outlook Calendar

Type the information pertaining to the assignment from the
syllabus in the area within the red rectangle
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Adding dates to Outlook Calendar

Week | Dates Topics, Readings, Assignments, Deadlines
Introductions, Carmen Tour
Tues. Aug 20 - o (omplete: module including all viewing; syllabus quiz;
- Sat _.,r_“; >4 introductions and discussion forums, blog set up,

assignment sign-ups (pick your week for context
presentations and discussion starters)

Complete module including all viewing;
syllabus quiz; introductions and discussion
forums, blog set up, assignment sign-ups
(pick up your week for context
presentations and discussion starters)

After vou've entered the information,
== set areminder notification.
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Adding dates to Outlook Calendar

Week | Dates Topics, Readings, Assignments, Deadlines
Introductions, Carmen Tour
Tues Aug 20 - e (Complete: module including all viewing; syllabus quiz;
1 Sat Jlm_: >4 introductions and discussion forums, blog set up,

assignment sign-ups (pick your week for context
presentations and discussion starters)

Complete module including all viewing;
syllabus quiz; introductions and discussion
forums, blog set up, assignment sign-ups
(pick up your week for context
presentations and discussion starters)

- After you've entered the information, click "Save & Close”
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You created a new appointment!
Adjust appointments based on your schedule -
daily, weekly, twice a week, all day, 30 min etc
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W hat can VSU Faculty/Staff do to better support you?
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Collaborate Board

What can VSU Faculty/Staff do to better support you?
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& Retention
2nd Floor of Odum Library
220.333.7570 : K

success@valdosta.edy

Mon-Thur: 8am - 5:30pm
Fri: 8am - 3pm
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Please Review
The Session

Survey Link
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