
EXTREME 
AUTOMATION

Take back your time; reduce stress; Teaching 



About me
• Instructor at UNM-V, UNM, and CNM
• MA in English, Ph.D. Student in Rhetoric and Writing

• Social Media coach in my spare time

• Dedicated to anti-racist, anti-ableist pedagogy. 

• Specializing my research in digital media, 
second language writers, and writing program administration. 



Disclaimer
None of this advice is intended to replace your interaction with students. My goal is to 
help you automate some activities to help you: 

• Refocus
• Take care of housekeeping

• Reduce stress

• Reclaim time



WHAT DO YOU 
SPEND THE MOST 

TIME ON?
Type your answer in the chat !



Grading
Email
Feedback
Student conferences



AUTOMATE STUDENT 
APPOINTMENTS



Tool #1:You Can Book Me
• Primary Goal: Student sign up for office hours
• Secondary Goal #1: Remind students about appointments

• Secondary Goal #2: Reduce no-show appointments





Great features
• Determine and display your availability
• Calendar syncing

• Automatic Zoom meetings created 
• Reminder emails to students

• Reminder texts* (optional with student phone number collection)

• Works with Google Calendar and Outlook (so far)







REDUCE TIME 
RESPONDING TO 

EMAIL



Tool #1: Auto-reply in Outlook
• Primary Goal: Reduce correspondence time
• Secondary Goal #l: Anticipate student needs

• Secondary Goal #2: Direct students to resources





Ideas for auto-reply
• Link to syllabus
• Link to office hour sign up

• Link to grade dispute form (more on this)
• Information for tech support

• Anything other item you might get multiple emails about from students





AUTOMATE
FEEDBACK



Tool #1: Rubrics in Learn
• Primary Goal: Reduce feedback load
• Secondary Goal: Provide accurate student feedback



Rubrics in Learn



Tool #2: Feedback Spreadsheets
• Primary Goal: Create categories for student feedback
• Secondary Goal #1: Provide accurate feedback for students

• Secondary Goal #2: Increase instructor presence





ORGANIZE STUDENT 
INFORMATION



Tool #1: Google Forms
• Primary Goal: Organize information automatically
• Secondary Goal #1: Get information from students efficiently

• Secondary Goal #2: Increase instructor presence and response to issues





Tool #2: Discussion Tracking 
Spreadsheets
• Primary Goal: Keep track of instructor comments to students
• Secondary Goal #1: Increase instructor presence





Ideas for Data Collection
• Grade disputes
• Missing grades

• Revision request
• Organize groups

• Discussion tracking



WHAT DO YOU NEED 
AUTOMATED?

Q & A


