Outlook Calendar Settings
	https://inside.ewu.edu/advising/faculty-staff-resources/navigate/navigate-for-staff-and-faculty/ 

Navigate Scheduling
Sync w/calendar
Setting up availability (Instructor office hours vs Department advising)

Messaging Students
Text (does not identify the sender, never has anything to do with your personal cell phone, everything is linked to Navigate) vs email (does identify sender in subject line)
-Text message goes to the number on file. This number is linked to their number in Banner. It could be a parent’s number. Remember to abide by FERPA laws. You could send an email and then text saying to check EWU email. 
-Email goes to their EWU email. 
Singularly: Individual messages such as concerns, congratulations, missing assignments, etc. 

	As a group: Registration opening up, canceling class(es), 

Notes Feature/Advising Appt Screen
	Anyone with access to Navigate and Student Information in Banner can view these. 

What is it for (and what should be excluded): To track and store information that was discussed in an advising session (email, zoom, in person, phone)

Why use it: It can create a record of pertinent information regarding the student’s academic plan. If more than one faculty member meets with the student, each faculty member can pull up the previous notes for reference. 

Advising report (we will be changing the format for faculty, have suggestions? Please email them to your coordinator): The advising reports are just a preset form to log information about an advising session. 


Degree Completion Coordinators: 
Ryan Wise CAHSS: rwise@ewu.edu	
Sue Magyar CPP: smagyar@ewu.edu
Joel Sweeney CSTEM: jsweeney5@ewu.edu 
Darlene Maria CHSPH: dmaria@ewu.edu 



Degree Completion Coordinators Faculty Advising Office Hours
-       For Winter Quarter, we hold office hours for faculty to come and ask us questions on Tues, Wed, and Thurs from 11am - 1pm via Zoom: https://ewu.zoom.us/j/96515865890.
-       You can also find the link on InsideEWU Events: Faculty Advising Advice & Support


Next Session: March 2nd from 12-1pm Faculty Commons Zoom room

	Email requests to Chris, cvaleo@ewu.edu, or Ryan, rwise@ewu.edu, for content areas. 

We will plan on going over academic planner (faculty side, student side if we have time), enrollment campaigns. 
