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New Users
Training Packet

How to access and log in to LMC Connect
How to set up your profile

How to set up your appointment preferences
How to set up your notification preferences
How to set up your office hours

How to view your rosters
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Questions?

Website: www.losmedanos.edu/Imcconnect
Email: LMCConnect@losmedanos.edu



http://www.losmedanos.edu/lmcconnect
mailto:LMCConnect@losmedanos.edu
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How to access and log in to LMC Connect

Option 1: Log in through Canvas (click “Starfish” tab in Canvas)

Option 2: Log in through the LMC Connect webpage:www.losmedanos.edu/Imcconnect
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Click “Access LMC Connect HERE”

Access LMC Connect HERE!

Log in using your 4CD credentials
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Username

M Show password

Forgot Password? o
T Login

Lookup Username Change Password


http://www.losmedanos.edu/LMCConnect
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How to set up your profile

1. Loginto LMC Connect —see “How to log in to LMC Connect” for more instructions

2. Click the drop down menu at the top of the page (box with 3 lines next to the word Starfish)

(5 Office Hours %Appoimment I%GroupSession 4aEvent || 7 Scheduling Wizard || CxReserve Time | |& Record Attendance

3. From the menu, click the down arrow next to your name then click “Institutional Profile”

YOUR NAME HERE

Institutional Profile

First/Last Name .. Loon uncemes

Login Page Default Login Page

Title

Contact Information

Login Institution Email
Phone Alternate Email none@4cd edu u]
Cell Phone Video Phone
Upload Photo
Send my correspondence to @ Institution Email ) Alternate Email ) Both
[] Display all time zones Time zone (GMT-08:00) Pacific Time

General Qverview

Ageneral message should go here. Tell people how you can help them during your office hours.

My Biography

Use this space to tell others about yourself. You can include your educational background, work experience, areas of research and study, or any other information that would be relevant
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How to set up your appointment preferences

1. Loginto LMC Connect —see “How to log in to LMC Connect” for more instructions

2. Clickthe =  ‘own menu at the top of the page (box with 3 lines next to the word Starfish)

(5 Office Hours %Appoimment %GroupSession 4aEvent || 7 Scheduling Wizard || CxReserve Time | |& Record Attendance

3. From the menu, click the down arrow next to your name then click “Appointment Preferences”

YOUR NAME HERE
Institutional Profile

Appointment Preferences

4. Enter your preferences

Basics
Please choose your default settings for your office hours blocks. You can change these whenever you add a block of office hours
Minimum Appointment length 15 minutes
Scheduling deadline: @ Mone
) |5:00 pm the day before the office hours
= |9:00am the day ofthe office hours

) (1 hour(s) befare the office hours

[] Allow drop-ins after deadline has passed

My Locations
Enter locations for your meetings with students. Meetings can be in an office, onling, over the phone, or anywhere else you like.

© AddLocation

Type Name ~ Instructions
Elsewhere Conference Room 883-332 Checkin at EOPS front desk
Offica SS8C-127 Checkin at the front desk

Calendar Managers
Select people to manage your calendar. Calendar managers can add and edit your office hours and schedule and edit appointments in your calendar.
©  Add Calendar Manager

Calendar Manager =

No calendar managers selected
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How to set up your notification preferences

1. Click the drop down menu at the top of the page (box with 3 lines next to the word Starfish)

(5 Office Hours %Appoimment I%GroupSession 4aEvent || 7 Scheduling Wizard || CxReserve Time | |& Record Attendance

2. From the menu, click the down arrow next to your name then click “Email Notification”

YOUR NAME HERE

Institutional Profile

Appointment Preferences

Email Notifications

3. Enter your preferences

Appointments Notifications

Planning Reminders () send me a separate email for each

) send one email i with all

(@ don't send me an email reminder

Send Planning Reminders: | 9:00 am u the day of the appointments
Appointment Alerts: [©] Send me an email |15 minutes before the start of an appointment

Send me an email with a calendar attachment for every;
change to my appointments change to my Office Hours/Group Sessions

Success Network Updates Send me a weekly status update about my Success Network

Summary Emails

Send me a summary email of all racking item and appointment activity:
Daily at | 2:00 am

[[] Weekly on | Monday at |9:00 am

Tracking Item Notifications

Send me an immediate email whenever: [] anitemisraised [7] an itemis cleared an item is assigned to me
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How to set up your office hours

NOTE:

Setting up your office hours will allow students to make appointments with you through

LMC Connect. An outlook reminder will be sent to you regarding your office hours. You
will also receive an email notification if a student schedules an appointment.

1. Login to LMC Connect —see “How to log in to LMC Connect” for more instructions

2.

3.

If it’s your first time logging into LMC Connect, the Office Hours Setup Wizard will be the default page

= Starfish

© system Announcement: Welcome to Starfish - Fall 2018

Starfish provides a simple and efficient way for people on campus to schedule time with one another; whether that time is face-to-face,
overthe phone, or even online. All you have to do to get up and running in Starfish is complete the information on the right, which lets
people know when you will be available during the term. Then others on campus will be able to Schedule appointments with you
electronically Its that easy!

Once youve signed up, you can electto receive email nofifications informing you about your upcoming meefings. Each notice willinclude
the reason forthe visit, the person's picture ifavailable, and a linkio their profile

Awell-connected campus is a better campus, so start using Starfish now!

Office Hours Setup Wizard
If your office hours don't repeat weekly, click here

Go ahead and get started by adding one time block for now! You can always add more later.
1. What day(s) do you have office hours?

Ow @7 Ow AT BF Bs B

2.What time are your office hours?

Enter Start Time | to | Enter End Time

3. Where are they?

Type in an office

Details Enter an office

Instructions Knock once and enter

Show me this Office Hours Setup Page again nexttime | login if | don't have any Office Hours

If it’s not your first time logging into LMC Connect, click the “Office Hours” link from the top menu

If::'}".-,ltln’liuz:le Hours %Appnintment I%GmupSessinn

#* scheduling Wizard

@aEvent

CaReserve Time

Add Office Hours

* Title Office Hours
* What day(s)? Weekly
Repeaton: 7] Mon
* What time? Enter Start Time
* Where? SSC-127

Check in at the front desk

Repeats every

[ Tue [JWed []Thu

Never Mind m

1 week(s}
[CJFri [] Sat [] Sun

to | Enter End Time

After adding your office hours, you will also receive an Outlook reminder for your calendar.
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How to check your roster

1. Loginto LMC Connect —see “How to log in to LMC Connect” for more instructions

2. Click the drop down menu at the top of the page (box with 3 lines next to the word Starfish)

(5 Office Hours

%Appoimment

I%GroupSession 4aEvent || 7 Scheduling Wizard || CxReserve Time | |& Record Attendance

3. From the menu, click “Students” — this will show you all students with whom you have a connection

4. To view only students in specific classes or programs, use the connection filter.

Starfish
My Students Tracking Attendance Progress Surveys
PaFlag || #aReferral || BpTo-Do | WgKudos ﬁéSuccess Plan || 2% Message %Nnte &3 Download
Search Connection

Student Name, Username, or ID

Mame

Javier A
Mosa A

Romina A

| All My Students|

All My Students
CalWORKs Office

Email
[canal Counselor
Instructor
LMC EOPSICAREICALWORKS

Career & Life Planning
— | COUNS-036-1463-2018FA
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