‘ !"Sta rfish Getting Started Guide

AY19-20

Welcome to Momentum

Momentum gives you a convenient way to keep track of your students — raising flags when you observe a
pattern of behavior that concerns you, ensuring that the people on campus who can intervene are aware.
It also allows your students to easily book an appointment with you or someone else who can help.

You can easily access Momentum in 1 of 4 ways:

o Enter momentum.moravian.edu into your web browser.

e Click on the Momentum button located in Canvas.
e Click on the Momentum button located in Okta.
e Click on the Momentum logo at the top of this page.

From there, you can raise flags about students, review flags that have been raised about your students, and
provide additional information addressing concerns.

This guide highlights the steps for completing four common tasks in Momentum.

SetuUP YOUL Profile .....oooiiiiiieiieeie ettt st 2
2. Setup your first Office Hours BIOCK.........c.cocuiiiiiiiiiiiiiiiieeceeeee e 3
Respond to a Progress Survey for students in your courses ....... Error! Bookmark not
defined.
4. Raise a Flag on one of your StUAENLS .........cccueeviieiiienieiiieie e 4
Frequently ASKed qUESTIONS ......cccuiiiiiiiiiieiieciie ettt ettt ettt 5
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Setup your Profile

Some of your profile, such as your contact information, is imported from your
LMS or SIS. Don Maitz

1. Click on your name in the Top Navigation bar and select the Institutional Profile
Institutional Profile tab.

Appointment Preferences

2. Campus ID photos are uploaded automatically at the start of each
academic year. If you’d prefer, you can use the Upload Photo link

Email Notifications

beneath your existing photo or placeholder to upload a different photo. Help
Please fill out as much of your profile as possible; students will see this information.
Browse to a photo file (] .
. P (Jpg, Yasmin Gold
'I)Ilgj or 'glf)’ a'nd then Clle Login Page | Default Login Page u
the Upload Now button to Login: yasminG Email: edu
update your phOtO. Phone  [703-555-1212 fremate  [chmidt paty@hotmalcom mobile Users @
. mobile end my correspondence to:
3. Edit your Phone and add an . s cenespengenest
. one (O Institution Email () Alternate Email @) Both
Alternate Email address to "
. Timezone | (GMT-05:00) Eastern Time [ v|
have Starfish send email to ) ispia llime zones

an address other than your
institution email. Select the Both radio button to receive email at both accounts.

4. Double check that the Time zone selected matches your time zone. This time zone will be used
when including appointment times in emails from Starfish.

5. Add information to

General Overview

the General A general message should go here. Tel people how you can help them during your office hours
Iteach English Composition and Creative Witing and am also an advisor. Please feel free to stop by or schedule a meeting during my posted office hours n
O . d M When you sign up for your meeting, be sure to select the reason that best describes what you'd like to talk about. | can help you think through topic choices and
Verview an y outlines and help connect you

maatunuir Aanras ra.

Biography sections
to let students know a | " 5'°F"

Use this space to tell others about yourself. You can include your i , work i , areas of research and study, or any other information that would be
relevant to others on campus. Students are more likely to reach outto you ifthey know a little about you.

bit more about you.

| came to Excellent University in 2011. My research and teaching interests include twentieth-century and contemporary American literature and documentary film A
and the use of historical fiction as a teaching supportin elementary education. In my free ime i work with several local organizations focused on promoting

literacy and creative writing for youth. | completed my undergraduate studies at Indiana University of Pennsylvania, and my graduate and doctorate degrees from
Ranrna Macon | Inivarsi i in VVirninia v

This information will

appear to students who can make appointments with you in Starfish.
6. Click the Submit button to save your changes.
Notes:

For more information and additional profile settings, reference the End Users’ Guide to Connect. You
may also find the following Starfish Two Minute Tips helpful:

e Update your Starfish Profile;
e Update how you are emailed about Flags To-Dos and Referrals ;

e Update how you are emailed about Appointments
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Setup your first Office Hours block

The first time you log in, Momentum will provide a ‘wizard’ to walk you through setting up your office
hours, which enables students to schedule time with you. If you do not wish to complete the wizard just
yet, check the box labeled “Show me this Office Hours Setup Page again next time I login if I don’t

have any Office Hours”, and then click the Close button.

If your office hours are different week to week, follow the “If your office hours don’t repeat weekly,
click here” link.

If your office hours recur: i i
Office Hours Setup Wizard

1. Comp]ete the fields presented If your office hours don't repeat weekly, click here.
to SpCleyZ Go ahead and get started by adding one time block for now! You can always add
more later.
e  What day(s) do you
have ofﬁce hOlll‘S? _ 1. What day(s) do you have office hours?
check the boxes for each Owm OT Ow OT OOF Os s
day.

2. What time are your office hours?

e  What time are your
office hours? - enter a

Enter Start Time | to |Enter End Time

: 3. Wh they?

start and end time. crearEie

Type in an office u
e  Where are they? - select

the Type of setting and

Details Enter an office location

Instructions

enter the Details in the

field provided (e.g. the Show me this Office Hours Setup Page again nexttime I login if | dont have any Office
Hours

building and room

number of your office).
Set up Office Hours

e I[frelevant, provide

Instructions for students
who make appointments with you.

2. Click the Set up Office Hours button to save your office hours.
Notes:

To setup additional office hours or make any changes, use the buttons on your Home or Appointments
page to Add Office Hours, Add Appointment, Add Group Session, Reserve Time or use the
Scheduling Wizard.

<4 May 2018 »

cwoTow T oo @y Office Hours || EgAppointment | | 8§ Group Session || 4gEvent || [gReserve Time || # Scheduling Wizard

1 2 3 4 5
6 7 8 9 10 11 12 Agenda Day Week

Each of these
options is discussed in greater detail in the End Users’ Guide to Connect. You may also find this Two
Minute Tip on How to Create Office Hours helpful.
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Raise a Flag on one of your students

When you have a concern with a particular student, raise a flag, to-do, or referral to communicate your
observations. The appropriate individuals will be automatically notified when you save the item.

1. Click on the Students = starfish
navigation item to see your _ .
Overview My Students Tracking Intake Zoom In Attendance Progress Surveys
hSt Of Students' 1% Flag || FgReferral || BgTo-Do || WgKudos || FigSuccess Plan || % Message || [FgNote || & Download || & Prospective Student
: : Search Connection Term Cohort Additional Filters @

2' Flnd the deSIred Student by Student Name, Username, All My Students B active v | | n
typing the name into the
Search bOX %y:\i;v)f;ﬂ Randy.Albright@starfishcollege.edu (757) 622-4487 (757) 622-4487 -

. ralbright!

3. Click on the student’s  WEFRTFATNT N x
name to bring up the ‘ " Eag ‘ 4 Referral | (3 To-Do | ¥p Kudos = P SuccessPlan | (% AcademicPlan = % Message [ Note = More
Student Folder. \

‘ & Overview } | Student Information

4. Clle the Flag button. O Info +  First Generation Student? Y
B Success Plans + Major if declared: Finance
: + Athletic Memberships: Baseball, Volleyball

A IISt Of ﬂags that yOu ORicsdonc Rers © FERPA standards protect student data.
have permission to
raise on this student is
displayed.

5. Select the desired Flag from the
list. Raise Flag for Randi Albright EEa

6. Ifrelevant, select a course from

* Flag
the Coul‘se Context, drOp dOWl’l | Attendance Concern
. . Course Context @ Raise this when a studentisn't attending class regularly.
list, and enter notes in the . In danger offaiing
Comment bOX Comment when a studentis in danger of failing after 4 weeks in to term
/™ Poor Academic Performance
. Raise this when a student is not perfigrming well in class across

7. Clle the Save butt()n. multiple factors
Notes:

The Student View: indicates whether
the student can view the flag and the
notes you include in the Comment
box.

The Permissions area lists roles that
have permission to view the selected
flag and the notes you include in the
Comment box.

>
I ﬂ Student View: The student can view this item and the notes entered above.

ﬂ Permissions: People with the following roles may be able to see this tracking item if they have a
relationship with the student(s):
@® Instructor
® Major Advisor
@® TermRelationshipAdvisor
® Primary Advisor
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How do I change how I am emailed by Momentum?

Momentum will email you a calendar item for each appointment and a

summary of flag activity for your students. Use the Email Notifications tab of

your Profile to modify details of how and when you receive these

notifications. For more information see:

e Update how you are emailed about Flags To-Dos and Referrals ;

e Update how you are emailed about Appointments

How do I get more detail on a student?

Yasmin Gold

Institutional Profile

Appointment Preferences

Email Notifications

Click the hyperlink associated with the student’s name wherever you find it to reach the Student Folder. (e.g.
in the student list, on an appointment, or in a progress survey).

How do I cancel office hours?

Cancel one occurrence

Select the day from the calendar, and hover (don’t

click) over the icon associated with the Office
Hours on the desired day(@).

Click the Cancel button and select, “Just this
one” from the pop up Office Hours card
presented.

Cancel a series

From the Agenda view, hover (don’t click)

over the Office Hours icon (O) next to an
office hour title.

Select Cancel from the pop up Office Hours
card presented. (If the day you have selected
on the calendar includes an occurrence, you
will have the option to cancel “Just this one”
or “The entire series”)

[l September 2015 v >
S M T W T F S
12 3 4 5
6 7 8 9 10 11 12 Agenda Week Schedule
13 14 15 16 17 18 19
20 21 22 23 24 25 26 gooam
27 28 29 30
Appointment Types pogam
Al Appointments u
~ Available Only
My Calendar
Calendars | Manage 10:00am © Add
Deselect All Select All © Add
- ©Add © 08-07-2015 at 10:00 am
9 Advising Center North Rm 118
Patones, Irina © Add
# Edit O Cancel v © Walk-in
] Justtfk\s one
£ Theentire series
September 2015 ~
S M TWTF S
1203 4 s
6 7 8 910 M 12 Agenda Day Week Schedule
1314 15 16 17 18 19
0 21 2 23 24 2% 2%
27 28 29 20 Gold, Yasmin
)
Meetings on 09-21-2015 Availability

(), 09-21-2015 at 6:30 am

© Reserved Time: Web101

& 09212015 at 11:00 am

£ Calculus Workgroup

© suppiementalinstruction
 Advising Center North Rm 118
& 6016 spots avallable

© Weekend Office Hours.
53t 9-10:05AM

© office Hours.
Mon 10-11AM

& calculus Workgroup
Mon 11AM-12PM

:vEm Advising Hours

© 0810-2015 2t 2:45 pm
9 Advising Center North Rm 118

7Bt OCancel > © Walkin

£4 Justinis one
2 The entre series
v
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