~Another Academic Early
Alert Training (Maxient)

May 2019 Advisor Forum



what’s new for Faculty?
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= Streamlined Process: No longer required to log into an Academic
- Referral system to submit early alerts

= Transparency: Now have the option to be copied along the Academic
Referral process

= Accountability: Now required to provide dates and more details in
submissions -



New Location for Faculty to Submit
Academic Referrals
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https://cm.maxient.com/reportingform.php?NortheasternStateUnivOK&layout_id=7

Academic Referral / Early Alert Form

Pt. 1

Your Full Name (Required):

Your Position/Title:

Your NSU Email (Required):

Mature of this report (Required): Please Choose...

Date of last class attended (Required): YYYY-MM-DD

Campus Location (Required): Please select a location ...




Academic Reférral /‘EarlyAlert Form
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Pt. 2

Student of Concern

Name of Student ID Number (N****) NSU Email address
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Academic Referral / Early Alert Form

Description

ect the Attendance and/or Academic

Poor study habits

E i 0 i aking abilities

activities or

d your concern with the student?

If yes, please describe the contact and and any agreed upon next steps. If no, please explain why you chose not to discuss the

to contact the student, please describe the issue in detail and any attempts made to contact student (Date & Method of Contac

dent to pass this course th

What is the CRN for thi




After Faculty Submit Referral..
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= Academic referral received and reviewed by Student Success
~ Coordinator ’



During Referral Review..
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= Students are notified via TEXT message that they have been emailed
an important letter from NSU

= Students are notified via EMAIL that an official letter has been issued
to them by Academic Advising

» Students are sent an official LETTER, outlining academic concern(s)
and directed to discuss concern(s) with their instructor in a timely
Mmanner :

— Letter names Faculty that submitted Academic Referral _
— Letter names Advisor and directs them to Advisor for additional assistance



After Faculty submit referral..
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= Academic referral received and reviewed by Student Success
~ Coordinator ‘

» SSC then attempts to contact student within 2 business days of
receiving referral, if unable to make contact referral is then
reassigned to student’s Academic Advisor

R

= Advisor then attempts to contact student within 2 business days
of receiving referral




what’s new for Advisors?
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Nothing

Just kidding -

But don‘t worry, it's not a lot!

Basically it is the same thing, just using a different program

1. Reach out to the student of concern

2. Document contact

3. Update referral status



Step #1: Log into Maxient
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= c¢m.maxient.com/nsuok (same login as goNSU)

|
3| NORTHEASTERN
STATE UNIVERSITY

e T NS 8T AL

NSU Login maxient

NSU | Maxiene -3
©

Help?

Username:

B Unable to login? Tr

B Contactthe IT S ce Desk at 918-44 678 or email

k

@ Forgot

For security reasons, please log oL d exit your web browser when

you are done a hat require authentication!



cm.maxient.com/nsuok

Maxient Home Screen / Dashboard

Joshua Groomer

Northeastern State University
Conduct Manager
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Incoming Reparts Welcome Joshua Groomer!

Create New Case
Complete CRF New features! ted by Maxient Staff on Tuesday May 7, 2019

Update Existing Case 1at time o al announ / and into th

Find Case
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Today, we're pleased to release some major enhancements to the watchlist functionality.
Find Priors / History behalf, Cli ; ; s

CRFs in Progress (0) || Lettersin Prog
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Name Case Type Incident Date Case Created Deadline Actions
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Step #2: View Unheard Cases (Referrals)
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* Click on Unheard Cases tab to view assigned referrals

Northeastern State University Groomer

5
Conduct Manager

feos

Incoming Reports Welcome Joshua Groomer!

Create New Case

Complete CRF New features!

Update Existing Case

Find Case

Find Priors / History

CRFs in Progress (0) Letters in Progre:

Status Incident Date Case Created Deadline Actions

A

Actions -




Step #3: View Referral

= Clickon File ID # to view referral

Incoming Reports

Create New Case

Complete CRF

Update Existing Case

Find Case

Find Priors / History

Letters

Analytics

Northeastern State University
Conduct Manager

Th 1%

Welcome Joshua Groomer!

New features!

Today's Schedule (0) Unheard

Case Type Status Incident Date

Academi

Deadline

Joshua Groomer
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Actions
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Step #4: Review Incident Information

Northeastern State University
Conduct Manager

Incident Information
Update Ex .




EFC tab = Electronic File Cabinet
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= You can also view an electronic copy of the referral in Electronic File
Cabinet by clicking on the document icons

Clery Rationale

Update Existing Case

Electronic File Cabinet

Find Case

Find Priors / History

Letters File name

Analytics
INCIDENT REPORT
Administrauve

File File name

‘ ]  Case Creation Sheet

Northeastern State University
Conduct Manager

Thursday May 9, 2019

These files are attached to everyone in the case

Date added Delete?

May 9, 2019 8:56 pm Delete the IR from all parties

Attach more files to entire case | Choose File | Mo file chosen

These files are attached only to Luke Skywalker

Size Date added

9.71kb  May 9, 2019 &:56 pm

Attach more files to this individual | Choose File | Mo file chosen

User: Joshua Groomer
= velr 5

Delete?

Delete fila




Step #5: Proceed to Notes section

= Click on "Notes” tab

oshua Groomer

Y

2018096101 Luke Skywalker (222222222)

Northeastern State University
Conduct Manager

Update Existing Case

Tour the new Update screen!

Update Existin,

Find Case

Find Priors / History

Letters

Analytics

Administrative Add a new note by clicking here

Click to edit




Step #6: Add Notes

= Click on "Add a new note by clicking here” button

Northeastern State University e
Conduct Manager '

Th 9, 2019

Find Case

Find Priors / History

tact instru t ntment to

nute




Step #7: Save Notes

= To save the notes, scroll down and click on the “Save updates (saves
all tabs above)” button

B —

‘ Save updates (saves all tabs above) '
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Once ready to close referral,
proceed to Step 8

If unable to make contact with
student, proceed to Step #12




Step #8: Closing Referrals

= After saving Notes, click on Complete CRF link

Mortheastern State University
Conduct Manager
Thursday M

Database record for ad su

itable rec

Update Existing Case

Find Case

Find Priors / History

Letters

Analytics




Step #9: Case Resolution Form (CRF)
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» Enter Resolution Information required fields

Northeastern State University
Conduct Manager

Thursday May 9. 2019

I. Resolution Information

Update Existing Case

Find Case




Step #9: Review Case Resolution Form (CRF)
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= After entering Resolution Information, scroll down and click on
"Review this CRF” button

Northeastern State University B R
Conduct Manager

Thursday May 9, 2019 'ﬁ* &I ﬂ -+i

Access Levelr 5

Incoming Reports
Create New Case

Complete CRF

Update Existing Case Next Steps

Find Case

Find Priors / Histnry 1 wvai on the next screen




Step #9: Case Resolution Form (CRF)
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» Enter Resolution Information required fields

Mortheastern State University
Conduct Manager

Thursday May 2, 201%

I
Incoming Reports
Create New Case

Update Existing Case

I. Resolution Information

Find Case

wequired}
Academic Advising

Find Priors / ristory

Letters

Analytics
Student Success Coordinator (Joshua Groomer)




Notice

that the CRF is not yet complete!

This resolution is not yet completed. P

Case Resolution Form

MName

Luke Skywalker

l. Resolution Information

lution

Academic Advising

lll. Sanctions / Actions

IV. Additional Sanctions/Stipulations

V. Rationale

CC List

Northeastern State University
Conduct Manager

Fi 1%

lution.

2018092501

DOB
1997-05-16

Resolution Date
2019-05-10

Role

Student of concern

#



Step #10: Finalize Case Resolution Form

(CRF)

Incoming Reparts

Create New Case
Complete CRF

Update Existing Case

Find Case

Find Priors / History

FINALIZE

Has this case been resolved?
| be

if this in the EF

Next deadline reason

pecified a

Send a ping, if

Northeastern State University
Conduct Manager
Fri

Finalize CRF

etter mer

any time.




Step #11: Update Case Status & Finalize CRF -

Northeastern State University ser: Joshuz Groomer
Conduct Manager

S nead

LR TR FINALIZE

Find Case

Find Priors / History Has this case been resolved?

putacopyofthisint

Keep this case assigned as-is, or move it to someone else?

Student Su oordinator

Update the case status

Set the next deadline date

01

Next deadline reason

ecified a p




Step #12: Reassign Case Back to SSC

* Click on the "Assignment” tab, select Student Success Coordinator
under "Assigned To"” section, “"Save updates”

Northeastern State University
Conduct Manager

Uszer: Joshua Groomer
Access Level: §
TERI S Update Existing Case 2018096101 Luke Skywalker (222222222)

Create New Case

Complete CRF Tour the new Update screen!
ase
Find Case CAS| EROGRARHICS CONTACT INCIDENT . DLUTION ACTIONS TASKS NOTES OTHE
Find Priors / History
Home C
A vising

Letters

Analytics

Administrative

iccess Coordinator {Joshua Groomer)

‘ Save updates (saves all tabs above)




