Getting Started Guide
Faculty & Staff

MOMENTUM

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 to ensure 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. Momentum will automatically
display all students that you have been assigned or are enrolled in your courses.
Getting started is easy!

You can enter www.moravian.momentum.edu into your web browser.
OR

Click on the Momentum button located in Canvas.
OR

Click on the Momentum button located in OKTA.

No matter how you get to Momentum, you can raise flags about students, review flags
that have been raised about your advisees, and provide additional information.
This guide highlights the steps for completing four common tasks in Momentum:

1. Setting up your Profile

2. Setting up your first Office Hours block

3. Responding to a Progress Survey for students in your courses
4.

a > w N

Raising a Flag on one of your students

Frequently Asked Questions
How do I change how I am emailed by Momentum?
How do I get more detail on a student?
How do I cancel office hours?
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Set up Your Profile

Some of your profile, such as your contact information, is imported from Canvas or

Jenzabar.

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

e
Institutional Profile tab. ot
Help students put a face to your name by using the Upload
Photo link beneath your existing photo or placeholder to
upload a photo.

Appointment Preferences

Email Notifications

Please fill out as much of your profile as possible; students will see this information.

Browse to a photo Yasmin Gold

ﬁle (.jpg, .pl’lg, or Login Page | Default Login Page u
giﬂ and then Click Login: yasminG Institution Email: yasmin@starfishsollege edu
. J
the Upload Now Phone  [703-585-1212 ?:;Tm S palb G omal com mobile Users @
button tO update maobile Send my correspondence to

Video

your photo. _ £ e
Edit your Phone : ‘ Time zone (GMT-05:00) Eastern Time u
and add an [[] Display all time zones

(O Institution Email () Alternate Email (@) Both

Alternate Email

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

Double check that the Time zone selected matches your time zone. This time
zone will be used when including appointment times in emails from Momentum.
Add information to  cenera overview

the General A general message should go here. Tell people how you can help them during your office hours
Iteach English Compesition and Creative Writing and am also an adviser. Please feel free to stop by or schedule a meeting during my posted office hours. ~
O ° d M When you sign up far yaur meeting, be sure to selectthe reason that best describes what you'd like to talk about. | can help you think through tapic choices and
VeI'VleW an y outlines and help connect you to reference materials particular to your chosen subject. | can also help you decide which English courses are the best options to
mastunnr danras reniiraman e and caraar senirs finne hd

Biography

tions to let
Use this space totell others BCDU[YDWSEW You can include your educational na:kgmunﬂ_ ‘work experience, areas ofresearch and stuuy orany other information that would be

Students know a bit relevant to others on campus. Students are more likely to reach outto you if they know a litlle about you.
| came to Excellent University in 2011. My research and teaching interests include twentieth-century and contemporary American Iiterature and documentary film
and the use of historical fiction as a teaching supportin elemantary education. In my free time | work with several local organizations focused on promoting

more about you_ literacy and creative writing for youth. | completed my undergraduate studies at Indiana University of Pennsylvania, and my graduate and doctorate degrees from v
canrn ity i Uirninia

My Biography

This information
will appear to students who can make appointments with you in Momentum.
Click the Submit button to save your changes.
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Setup Your First Office Hours Block

The first time you log in, Momentum

will provide a ‘wizard’ to walk you Office Hours Setup Wizard

) . If your office hours don't repeat weekly, click here.
through setting up your office hours,
Wthh enables Students tO Schedule Go ahead and get started by adding one time block for now! You can always add
. . . more later.
time with you. If you do not wish to
complete the wizard just yet, check the 1. What day(s) do you have office hours?
box labeled “Show me this Office Om OT Ow OT OF Os Os

Hours Setup Page again next
time I login if I don’t have any
Office Hours”, and then click the Enter Start Time | to |Enter End Time
Close button.

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

2. What time are your office hours?

3. Where are they?

Type in an office

Details Enter an office location

Instructions RNOCK | e and enter

here” link.
If your Ofﬁce hOllI'S recur: Show me this Office Hours Setup Page again nexttime | login if | don't have any Office
1. Complete the fields presented Hours
to specify:

e What day(s) do you have

office hours? - check the
boxes for each day.

e What time are your office hours? - enter a start and end time.

e Where are they? - select the Type of setting and enter the Details in the
field provided (e.g. the building and room number of your office).

e If relevant, provide Instructions for students who make appointments with
you.

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

Note:

To set up 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.

.’( Home Students ~ | Services -
Appointment Tools & Add Office Hours | | 5 Add Appointment | 473 Add Group Session | | G Reserve Time Scheduling Wizard
1 October 2014 = »
8 M T W T F 38 AGENDA DAY WEEK
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Respond To A Progress Survey

You will receive an email reminder when there is a new survey for you to complete. Each
individual survey presents a student roster for one course section on whom you can
raise flags.

Appointments Students Search for Students
1. Select the progress survey
llnk on your MOI‘aVIan & Add Office Hours o Add Appointment o Add Group Session Scheduling Wizard
Home page tO go the [ Outstanding Progress Surveys: Basic Composition |'EHGL111.III-‘.2EI1:E|3§ liditerm Resulis Survey, more...
Progress Surveys
Overview My Students Tracking Attendance Progress Surveys
tab (only visible
Survey: |Introduction to Creative Writing (ENGL200.01 201403 Midterm Re
when you have
. Please consider any students who have performed poorly or particularly well through midterms. Please consider providing a specific referral recommendation for support You an click on the hyperlink on
the student T hi her student folder. Just cl: the folder to return to the S R ber to "S: Draft” dically if: o little bit at a ti that don'tle
active SUI'VGYS). eSS 131 0pnils e ST L e 00 0 e SUNe . ReTenoere S DI proScalf 3 341 el a3 sobtio ortose o
The selected survey s o
1 h A Poor Academic
Opens’ lstlng your Name = No Feedback In danger of failing Performance Visit Advising Center Great Work!

- 2onon Renol (7 O O O Q

Stlldents On the left’ @), 99315395F
and items you may

In danger of failing Enter comments here

. Caricks Peter v [m] (m} m} O
raise across the top. . B B B B

2. Check the box for o s o o o
each desired item/ - v . : o .
student % - - B

. . o v [m] [m] O [m]
comb1nat1on. : ; . . . —__}
Clle the Comments Total items selected: 3 Displaying 8 Students
. * Requiredfields () Save Draft
icon (%) to open a
text box for your notes.
. . . . 5 Poor Academic Performance

Click the information icon (é} ) In danger of failing ks Visit Advising Cent
aSSOCiated With an item tO Verify. - :w:hen a_studem'; in danger of failing after 4 -
whether or not the student can view the 0 e 10 o shudent

flag and related comments.

3. Click the Submit button only when you are finished providing feedback. The
items you selected will be raised on your students when you submit the survey.

Once you have submitted the survey, you will not have an opportunity to add to or undo the
| items you raised. Use the Save Draft option if you aren’t ready to submit your survey.

Notes:

e You may be asked to submit more than one course survey if more than one of
your courses has been included in the survey plan for your institution. They will
be listed in the drop-down menu on the Progress Surveys tab.

e If a course has more than one instructor attached to it, ALL instructors will
receive a survey but only one instructor needs to complete it. The others can
simply scroll past the students names to the bottom of the screen and click
submit.
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Home

Raise A Flag

Appointments ~

Students - Services ~ Admin

Yasmin Gold ~

OVERVIEW MY STUDENTS TRACKING

When you have a concern

o o Fs Fla wg Referral | | 5@ To-Do || ¥ Kudos | #g Success Plan || #% Send Message || [@ Note = More =
with a particular student, = 2= 2 > > e

. Search Connection Term Cohort Additional Filters
ralse a ﬂag’ tO‘dO, Or randi Major Advisor u Ongoing u u
referral to communicate : .

. O Name Success Score - Email Phone mabile
your observations. The O B opiioee (G s a8 556-1212
. . o . U 9935 basF i —

appropriate individuals

will be automatically

notified when you save the  [ZENEIVIT *

.
ltem- | ) Eag | =g Referral & To-Do Yo Kudos Po Success Plan @ Academic Plan % Message [Z5 Note

1.

= Morer

Click on the
Students
navigation item to
see your list of

Student Information

O Info + First Generation Student? Y’

B Success Plans + Major if declared: Finance

+  Athletic Memberships: Baseball, Volleyball
@ Academic Plans

© FERPA standards protect student data

students.
2. Find the desired
student by typing
the name into the Search box.
3. Click on the student’s name to Raise Flag for Randi Albright [ Wover ina | save
bring up the Student Folder.
4. Click the Flag button. * flag
. ™ Attendance Concern
A 1lst Of ﬂags that you haVe Course Context @ Raise this when a student isn't attending class regularly.
peI‘l’niSSiOIl tO I‘aise on thiS Comment = Iw“hd:n“:es:f;ei:;l::gm danger of failing after 4 weeks in to term
student is displayed. s Poor Academic Pertormance
A Raise this when a studentis not pefprming well in class across
5. Select the desired Flag from the mutip facors
list.
6. If relevant, select a course from
the Course Context
drop-down list and enter notes _ —
. & Student View: The student can view this item and the notes entered above.
in the Comment box. & Permissions: Peaple with the following roles may be able o see this tracking item ifthey have a
7 Click the Save button relationship with the studentis):
. . @ Instructor
® Wajor Advisor
® TermRelationshipAdvisor
® Primary Advisor
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.
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Frequently Asked Questions

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.

How do I get more detail on a student?

Home

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).

Search

randi

O name

O Albright. Randi ‘ ralbright@exellent edu
0 e

Connection

Major Advisor

Success Score a.

Appointments ~ Students ~ Services v Admin
OVERVIEW MY STUDENTS TRACKING
% Flag || g Referral |53 To-Do g Kudos | dg Success Plan

Term
[ [ongoing

Email

Institutional Profile

Appointment Preferences

Yasmin Gold ~

= More v

% Send Message || (g Note

Cohort

Additional Filters
o

Phone mobile

888-555-1212

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 ([2)).

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 ()
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”.)

1 September 2015 ~ » I
S M T W T F S
12 3 4 5
6 7 8 9 10 11 12 Agenda Day Week Schedule
13 14 15 16 17 18 19
20 21 22 23 24 25 26|  gooam
27 28 29 30
e —
" 9:00 am © 08-07-2015 at 10:00 am
A It t
ppointment Types 9 Advising Center North Rm 118
All Appointments
"~ Available Only
y # Edit © Cancel -~  © walkin
Calendars | Manage e © Add !
Deselect All Select Al © Add [ Justthis one
. O Add & The entire series
. © Add I
September 2015 ~
S M TWTFE s
12 3 4 5
& 7 8 9 10 M 12 Agenda Day Week Schedule
13 14 15 16 17 18 19
20 21 2 23 24 25 2%
vns» Gold, Yasmin
a8
Meetings on 09-21-2015 Availability
© Weekend Office Hours.
@, 09212015 at 630 am. Gt 5-10:05AM
© Reserved Time: Web101 © office Hours.
Mon 10-11AM

& 09-21-2015 at 11:00 am
) Caleulus Workgroup
© supplemental instruction
@ Advising Center North Rm 118
& 6 0f 6 spots avallable

5 Calculus Workgroup
Non 11AN-126M

O ueekly Advising Hours
Weekly Advising Hours

@ 0810-2015 2t 245 pm

© Adising Center North Rm 118

st @Cancel v © Walkin

Jost this one
o The s serles.
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