EAST
SSSSSSSSSSS
IIIIIIIIII

WarriorFish
User’s Guide







Table of Contents

Edit Institutional Profile

.................................................................... 4
Edit Appointment Preferences.........ccoovveeevveieeeceece e, 5
Add Calendar Manager........coveceeeeeeeiee e e 6
Edit Email Notifications.......cccoveceeniencinrereie e 7
Update Tracking Item Notifications.......cccceoeeveeveneeie e 8
Set Up Office HOUIS. ...t e e 9
Edit Office HOUFS....ueeeieee et e 11
Add Group SESSION.....cccueecie ettt serae s sre e s e sreenees 14
Reserve Time on Calendar.......ocooeiereeceieeeineeniceineeeeeens 16
Make and Manage Appointments..........cccoveeeveeeceieieccee e 17
Document Outcomes from meeting.......cccoeveeveeviecceseceeveeeevennen. 20
USING SPEEANOLES.....coeieieee et st s ereena 21

Review Appointment Information and Meeting Outcomes....... 22
Managing a Calendar........cco oo 24

External Calendar Integration.........ccceeveeceveeiecveecice e e 26



Get ready for students

Before you begin taking appointments with students, you will want to personalize your profile, and set
up your availability via office hours or group sessions. Each of these tasks is covered in the sections that
follow.

Personalize your profile

Click your name in the top right corner of your Starfish Home page to open your Profile. Your profile has
three tabs: Institutional Profile, Appointment Preferences and Email Notifications. Click the profile tab
name to edit it. Setup for each tab is described below.
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Yvette Gold

& Home

Edit Institutional Profile

Profile i Email

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

Yvette GO|d [Last Login: 10:16 am November 14, 2018]
Login Page | Default Login Page H
Title

Contact Information

Login ygold itution Email edu
Phone 513-284-2342 Alternate Email 5132842342 @txt aft net o
Cell Phone | 513-272-21%0 Video Phone
L u
Upload Photlo = = =
Send my correspondence to (@) Institution Email () Alternate Email () Both
[] Display all time zones Timezone | (GMT-0500) Eastem Time u

General Overview
A general message should go here. Tell people how you can help them during your office hours.

| welcome studenis to my office. | often help with career discussions, intemships, and graduate school selection. Of course, | will gladly help you with assignmenis
and papers as well

1. Use the “Upload photo” link to add a profile photo if your photo has not already been uploaded
during configuration.

2. Update any contact information that is not pre-populated.
3. You can provide an alternate email address in addition to your institutional email for email
notifications.



4. Write a description about yourself in the General Overview and My Biography fields. Remember that
this is the information that students see when making an appointment with you.

General Overview

4 general message should go here. Tell paople how you can help them during your office hours.

| welcome students to my office. | often help with career discussions, internships, and graduate school selection. Of course, | will gladly help you with assignments
and papers as well

My Biography

Jse 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 t
o you if they know a little about you.

| spent 15 years in industry after receiving my PHD. Much of it was with the Smithsonian and the US Government.

E Required fields

5. Click the Submit button at the top or bottom of the page to save your updates.

Edit Appointment Preferences

This tab defines defaults related to how students can interact with your office hours. Set your
preferences before you begin adding Office Hours.

Profile Appoit es Email Notifications

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 45 minutes
Scheduling deadline: O None
O |5:00pm the day before the office hours
) |9:00am the day of the office hours
® |3 hour(s) before 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, online, over the phone, or anywhere else you like.

1. Select a value for Minimum Appointment Length. This will be used as the default when you set up
new Office Hours. Institution settings for specific appointment reasons may override your selection
when a student makes an appointment.

2. Define your Scheduling Deadline. The deadline is imposed based on the start time of any office hour
blocks vs.an individual time slot. If set to ‘None,” a student may schedule an appointment with you right
up to the time slot.



3. Check the box to “Allow drop-ins after deadline has passed” if you wish to include a note in your

calendar letting students know that they cannot schedule, but can walk in to your office after the
scheduling deadline has passed.

Add Locations

Add all possible meeting locations, including physical offices, phone numbers, chat services, or
anywhere else you might want to meet with students. When you build your calendar availability/ add
Office Hours, you will select which of these locations apply to each set of hours.

1. Click Add Location.

My Locations

Enter locations for your meetings with students. Meetings can be in an office, online, over the phone, or anywhere else you like.
©  Add Location

Type Name «

Elsewhere 4393 Smith Hallway

Elsewhere Room 363

Online SKYPE @ YGold

Instructions

See you online
Office Suite 200 in the Bradford Annex

Please come info the main Lobby and check in with the recepfionist
Online Virtual Meeting

Lett talk via Collaborate

2. Select the type of location, enter a descriptive name and enter any relevant instructions.

Students will see this information when scheduling an appointment for office hours that have been
designated for this location.

3. Click the Save button.
Repeat this process to add any additional meeting locations.

Add Location

* Type |

* Name

Instructions

* Required fields “
Add Calendar Managers

In the Calendar Managers section of the Appointment Preferences tab of your profile, you can
designate other users who can see and edit your calendar. A Department Chair or Dean may assign this
role to a departmental secretary or administrative assistant.

1. Click Add Calendar Manager.

2. Begin typing a user’s name. Search results will begin to populate.



Add Calengar Monages

g v
lordan G Jﬁ?
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3. Select a user from the search results and click the Submit button. Repeat these steps to add more
calendar managers.

Add Calendar Manager

Enter Name n

Save Appointment Preferences

When you have made all desired edits to each of your Appointment Preferences profile settings, click
the Submit button at the bottom or top of the Appointment Preferences tab to save your changes.

Edit Email Notifications preferences

Specify if and when you wish to receive Planning Reminders, Appointment Alerts, and calendar
attachments. Defaults will be used if you don’t update these options. These are described below.

Profile Appoi P Email

NOTE: If you do not receive Starfish email notifications when expected, please make sure they are not marked as SPAM.

Appointments Notifications

[[] Do not send i ificati on 2]

Planning Reminders (@) send me a separate email reminder for each appointment
) send one email reminder with all appointments

() don't send me an email reminder
Send Planning Reminders: 8:00 am n the day of u 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:

¢ Planning Reminders: Receive optional email reminder(s) sent separately for each of the day’s
appointments, in one email, or not at all. Specify the date and time for reminders.

e Appointment Alerts: Receive an optional email reminder sent a certain number of minutes before the
start of an appointment.

e Calendar Attachments: Receive emails with calendar attachments for schedule.

o Read busy times from my external Google (or Exchange) calendar: Busy times from your Exchange
calendar can be displayed in the system. Follow the “Click here” link for instructions to complete your
personalized setup. See the External Calendar Integration section for more details.



Update Tracking Item Notifications
Your administrator has determined which items you will be emailed. Items that may trigger an email to
you are listed in the Flag Rules table below your notification options.

Tracking Item Notifications

Send me an immediate email whenever: an item is raised | |an item is cleared [/ an item is assigned to me

You may be nofified of tracking items raised for the following rules created by the adminisirator. Mote that for rules with emergency nofifications, your personal nofification prefer
tracking item is raised for that rule

Flag Rules
Name Category Description
4820 or bhedegreeauditofiice@dcced.edu to report your problem and
* Grade above 90 ACADEMIC: KUDOS Send kudos if a student's grade is above 80.
& complete Senior Seminar ACADEMIC: TO_DO All seniors must complete the Senior Seminar in order to graduate. Ti
4 Apply to Study Abroad Program ACADEMIC: TO_DO Ready to take the final step? Apply now and lets get our bags packed
(1] ™ Behavioral Concem ACADEMIC: FLAG Student has exhibited unacceptable behavior. Student appears to hav
B In Need of Accommodations? ACADEMIC: TO_DO Starfish University supports an integrated leaming experience for stuc

from physical and attitudinal barriers. Students are encouraged to dey
faculty and staff.

o ) ACARCLAIN- DECEDD AL Thin rnfrernl annrnirne e shadand fn rnnnivn hbarine maesisne feam

You have the ability to customize how you receive those emails including whether you will receive your
notifications as a summary email of all recent activity or as individual email for each item.

1. Select either the Daily or Weekly summary option to receive one email at the frequency specified
with all relevant activity since the previous summary. Specify the time of day (for daily) or day of week
and time of day (weekly).

2. Select the checkbox for each event for which you want an immediate individual email to be sent to
you. Events include when an item is raised (or created) when an item is cleared (or closed) and when an
item is assigned to you.

3. Click the Submit button in the top or bottom right of the Email Notifications page to submit any
changes you have made for appointment notifications or tracking item notifications.

Establish your availability

Students can only schedule an appointment at times you indicate are available by adding office hours or
group sessions. There are three ways you can add office hours: use the Office Hours Setup Wizard for
quick initial setup, use the Add Office Hours button to add additional blocks at any time, or use the
Scheduling Wizard to setup multiple office hour blocks that don’t follow a consistent recurrence.

Create an office hour block with the Office Hours Setup Wizard
The first time you log in to WarriorFish the Office Hours Setup Wizard will display if you have a role that
can be a calendar owner.

1. Complete the fields presented 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 [frelevant, provide Instructions for students who make appointments with you.



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?

Bm 8T Bw BT OF Bs BOs

2. What time are your office hours?

Enter Start Time | to |Enter End Time

3. Where are they?

Type in an office u
Details Enter an office location
Instructions Knock once and enter

¥ Show me this Office Hours Setup Page again next time I login if | don't have any Office Hours

Set up Office Hours

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

Add Office Hours

The Add Office Hours option is meant for setting up a recurring block of time on a regular pattern such
as weekly or daily at a certain time. If you want to set up a group of Office Hours that are less structured,

use the Scheduling Wizard.

1. Click the Add Office Hours button on your Starfish Home page or Appointments page.

Starfish

Q, Office Hours f‘bApp

Appointments

This opens the Add Office Hour form.

Add Office Hours m

* Title Office Hours
* What day(s)? Weekly u Repeats every 1 nwgek(s)
Repeat on Mon Tue Wed | Thu Fri [ Sat Sun
* What time? Enter Start Time to | Enter End Time
* Where? Type in an office
Details Enter an office location
Instructions Knock once and enter

2. Enter a Title (name) for this block of time. Students will see this name when they view your calendar.
The title will also help your or others managing your calendar identify different types of office hours.

3. Select What day(s)? and indicate any recurrence (if applicable).



4. Use the What time? fields to enter the start and end time for the office hours.

5. Select Where? meetings will be held using the checkbox(es) next to your location(s). If you choose
more than one location, the student will be able to choose his/her preferred location for the meeting.

* Office hours Type @ | Scheduled And Walkins v
Take either scheduled appointments or walk-ins

* How long? 45 minutes u minimum appointment length

45 minutes u maximum appointment length

# Appointment Types Select the types of meetings you will have in these office hours.

[ Academic Advising [ Alumni Ambassador
[ career Center O Counseling

6. Select the Office Hour Type for meetings you will take during this block.

e Select Scheduled and Walk-ins if you will be using the kiosk/waiting room features, and you
plan to take walk-ins between appointments.

o Select Scheduled Appointments Only if you will not take any walk-ins.

e Select Walk-ins Only to show the time as available to students, but disallow anyone from
making advance appointments

7. Select How long? meetings can be by selecting a minimum and maximum duration.

8. If your role has the ability to add more than one Appointment Type, you will see checkboxes that
allow you to select which types apply to this block of time. Appointment Types dictate:

e which students can schedule during this time (based on the role that connects you),
e the appointment reasons shown to students,
e which SpeedNotes will display, and

e which roles can view the appointment and its notes.

If you believe that your role should have additional Appointment types, please contact Allison
Zettlemoyer azettlemoy@esu.edu with request.

9. Use the Instructions box to enter instructions to students scheduling with you during this block of
time. Instructions are required for blocks that allow Walk-ins.

10. Optionally, click the Start/End Date tab to set a time frame for a repeating office hour block. For the
End Date, you may choose: Never, End of Term, on a specified date, or after a specified number of
occurrences.

11. Click the Submit button at the top or bottom of the Add Office Hours form to save your Office Hour
block.

10



Edit office hours

1. Hover over the office hours menu icon next to an office hour title to open the Office Hours pop up
card.

2. Select Edit Office Hours to modify: the frequency of the office hour block’s recurrence, the time of
day, locations, office hour types, minimum and maximum duration of appointments, appointment types,
instructions, or a start/end date of the series.

® Office Hours @ Advising Office Hours
[ Office Hours
i
| © 11-12-2018 at 7:00 am Participants
i 9 Room 383

4
|
|

4

# Edit | | € Cancel | © Walkin

f el

—

ﬂ{) Time has already passed =
3. Click the Submit button on the Edit Appointment form to save your changes.

Notes: You cannot edit the days of the week or the nature of the recurrence (e.g. weekly). To edit the
days of your availability, delete the originally scheduled block of office hours first. Selecting “edit”
only allows time changes within your originally designated days of availability.

Cancel a series of office hours

1. Hover over the office hours icon next to an office hour title to open the Office Hours pop up box.

2. Click Cancel, then click “The entire series” to cancel all occurrences of the office hour block. You will
be prompted to confirm the date from which to cancel the series, and to add a message that will be sent

to anyone who had time scheduled with you during the office hours you are canceling.

3. Click the Submit button on the Cancel Series Confirmation form to cancel the office hour block.

11



Cancel a single occurrence of an office hour block

(2} Advising Office Hours

Advising Office Hours

@ Yesterday at 7:00 am Participanis
¥ Room 363

# Edit © Walk-in F

1. Hover over the icon associated with the block of hours for the selected day ().

2. Click Cancel, from the pop up card that is displayed then select “Just this one” to cancel office hours
for the selected day. You will be prompted to confirm the cancellation and can add a note that will be
included in an email to those whose appointments are canceled.

3. Click the Submit button to cancel the Office Hour occurrence.

Add less structured office hours (Scheduling Wizard)

Students can only schedule an appointment at times you indicate are available by adding office hours or
group sessions. The Add Office Hours option is geared toward setting up a recurring block of time on a
regular pattern such as weekly or daily at a certain time. If you want to set up a group of Office Hours

that are less structured, use the Scheduling Wizard.

1. Click the Scheduling Wizard button from your Starfish Home page or Appointments page.

pReserve Time || # Scheduling Wizard

Time Scale (¢ 5day (
ber 13 Wednesday, November 14 Thursd:

2. Complete the first page of the scheduling wizard by entering the Title, location (Where?), duration
(How long?), Appointment Types and Instructions that should be applied to all of the office hour blocks
that are to be created.

12



Scheduling Wizard

| The Scheduling Wizard makes it easy for advisors and instructors to schedule mulfiple office hours blocks for multiple days in a single week_ This
i is useful for sefting up your calendar for advising rush periods and other times when you book several blocks of time for seeing students.
i To get started, specify the title, location, and other settings for the office hours blocks you are setting up

| Continue to step 2 in the wizard to setup the days and times for the week's office hours.

Enter the information that should be applied to the office hours blocks. Note that all blocks created in step 2 of this wizard will use the informatien
you specify here.

# Title Advising Hours

* Where? Note: You may select more than one location to give students a choice
[[] 4393 Smith Hallway
[] Room 363

] SKYPE @ YGold

See you online

[] Suite 200 in the Bradford Annex

Please come into the main Lobby and check in with the receptionist
[] virtual Meeting

Let't falk via Collaborate
* How long? 45 minutes minimum appointment length
2 hours maximum appointment length

3. Click the Next button.

4. The date and time page of the wizard is displayed using a Monday through Friday grid for the current
week. The date range is displayed in the top right corner of the grid.

Scheduling Wizard

Enter the start and end time for all office hours blocks for the selected week,

November 12 - November 16, 2018 Lar

Monday, November 12 Tuesday, November 13 Wednesday, November 14  Thursday, November 15 Friday, November 16
End Time Start Time End Time Start Time End Time Start Time End Time Start Time End Time
Start Time | | End Time Start Time | |End Time Start Time | |End Time Start Time | | End Time Sfart Time | |End Time
Start Time | | End Time Start Time | |End Time Start Time | |End Time Start Time | | End Time Start Time | |End Time

© AddAnotherBlock &  Add AnotherBlock €  Add AnotherBlock @  Add AnotherBlock @  Add Another Bloc!

5. Use the < > controls to the right of the date range to navigate to the week in which you want to begin
scheduling the office hours.

6. In the selected week, enter the start and end times for each block in the appropriate day columns.
You can schedule multiple office hour blocks on any day within the week.

7. To add blocks to another week, use the < > controls to move to the next week. Don't click finish until
you've entered all of the blocks!

8. Click the Finish button to create all of the office hour blocks. A summary will be presented.

9. The summary will include a list of hours that could not be created due to conflicts between the blocks

you specified and existing calendar items. Make a note of failed blocks before clicking Finish to exit the
wizard.

13



Add a Group Session
Group sessions allow you to create blocks of time in which a specified number of students can meet

with you as a group. The steps are similar to adding office hours but include selections that are specific
to group sessions.

1. Click the Add Group Session button from the Home page or Appointments page.

nt | | ¥ Group Session || @ Event || [gReserve Time

K Schedule

November 12 Tuesday, November 13

This opens the Add Group Session form.

Add Group Session "

# Calendar My Calendar ~

* Title (Group Session) X

* When? Once B pate: 11-14-2018 4
b

# What time? Enter Start Time to |Enter End Time

* Where? @® SKYPE @ YGold

See you online
() Room 363 b
() 4393 Smith Hallway

() Suite 200 in the Bradford Annex
Please come into the main Lobby and check in with the receptionist

() Virtual Meeting
Let' talk via Coliaborate
# Reason Sefect a reason... =
# How many students? E
Enter the maximum number of students that can sign up for the session.
["] Allow students to see other students who have signed up

["] Support supplemental instruction I

Restrict the session to students in the same section or course. Note that the selected reason controls
whether restriction is limited to the same course or section

Instructions Start/End Date
2. Enter a Title (name) for this group session. Students will see this name when they view your calendar.
3. Select When? the group session will occur and select the recurrence.

4. Use the What time? fields to enter the start and end time for the group session.

5. Select Where? meetings will be held. To add additional locations options, go to the Appointments
Preference page of your profile. Only one location can be selected for a group session.

14



6. Select the reason associated with this group session. Reasons listed are those associated with the
Appointment Types your role has permission to add. If you don’t find the reason you expected, contact
your Starfish administrator.

7. Enter how many students (maximum) can sign up for the session.

8. If students should be able to see the names of other students who have signed up for the session,
check the box labeled “Allow students to see other students who have signed up”.

9. If this group session should be limited to students in the same course/ course section, check the box
labeled “Support supplemental instruction”. When this option is checked, participants will be limited to
the course/course section selected by the first student who signs up.

10. Use the Instructions box for information that should be shared with students who sign up.

11. Click the Start/End Date tab to designate a time frame for the group session if it recurs (as set in
step 3 above). For the End Date, you may choose: Never, End of Term, on a specified date, or after a
specified number of occurrences.

12. Click the Submit button at the top or bottom of the form to save your Group Session.

Manage group session participants

You can add or remove participants in an individual group session using the Manage Participants link on
the Day view of the group session.

L
' Group Session
Group Session: 4 out of 4 spots
available @ Manage
Participants _:
€

1. Select Manage Participants.

2. Search for a student by typing his/her name int the Add participant field, then click the Add
button to dd the student to the list of participants.

15



Manage Session Participants for Group
Session 12:30 pm Tomorrow

Participants

There are 4 of 4 spots available.

Add participant:

=

Mever Mind .

5

Course:

Session Participa

There are no par

Beck, Heather
Heather Becki@istamishcollege.edu
sheck

Desai, Sarah
Sarah. Desai@starfishcollege.edu
sdesai

Elkins, Sarah
Sarah. Elkins@starfishcollege edu
selkins

English, Kristen
Kristen Englishi@starfisficollege.edu
senglish

Farley, Sam
Sam.Faney@starfishcollege edu

~

Ee Tools

Repeat this process for each student you want to add.

Reserve time on your calendar

Use the Reserve Time option to show time on your calendar as unavailable to avoid creation of an

appointment during that time.

1. Click the Reserve Time button from the action bar on your Home page or Appointments page.

i"") Reserve Time

2. Fill out the Reserve Time form to include a description of the reserved block, the date and time of

#" Bche

occurrence. If the block recurs each week, use the “Repeat Weekly Until” checkbox to indicate a weekly

recurrence, and select the end date for the block using the date picker provided.

16



Reserve Time

Select the start and end time to block off ime in your calendar as being ilabl

for appointments.

# Calendar My Calendar

* Description X i
* When [11-122018 [ start Time to [End Time

Repeat Weekly [

Until

% Required fislds

3. Click the Submit button to add the reserved time to your calendar.

Make and manage Appointments

Students may only schedule appointments with you during times you have designated as available,
either through your office hours or group sessions.

Add, edit, or cancel appointments on your Starfish calendar

Add an appointment to the calendar
1. Initiate a new appointment using either of these options:

e C(Click the Add Appointment button from your Home or Appointments page.
e C(lick the sign up icon for an existing office hour slot using the Day or Week view of your
calendar on the Appointments page.

1 MNovember 2018 ~

| Gy Office Hours E'E,Appuinuﬂam %Gmup Session || 4gEvent | fBReserve Time
3 W kKW CE s = = =

T 2
4 5 6 7 & 9 10
i1 12 13 14 15 16 17

Agenda Day Week Schedule

18 19 20 21 22 23 24 Monday, Mavember 12 Tuesday, November 13

25 26 27 28 29 30

Appointment Types
All Appointments | v]
[] Available Only

My Calendar
Calendars | Manage
Deselect All Select All

[] Erickson, Gale
[] maitz, Don

© Time has already passed

© Time has already passed

10:00 am

11.00 am

© Time has aiready passed

12:00 pm () Workout (12:00 pm}

© Time has aiready passed i
O Time has already passed

© Time has already passed

© Time has aiready passed i

© Time has already passed

1:00 pm

This opens the Add Appointment form.

17



Add Appointment m

Scheduling

Calendar My Calendar Detailed Description
With Enter a detailed description about the
appoiniment. This is viewable by you and the
#* People in (®) Active terms () Allterms student with whom the appointment is made.
Student Start typing to search |

ﬂb Prospective Student

* When 11142018 [5] [star 1ime

* Where Select a [ocation n

# Reason
Course

# Sharing (@ Shared () Private

ﬂ Permissions: Please select a reason to see who else can view this shared appointment.

2. Begin typing the name of the desired student into the With drop down list box. Starfish will find
matching students with whom you have a relationship. Select the desired student from the list.

If you start the appointment from an existing office hour block, the “appointment types” setting in that
block may further limit the students available in your list.

3. If you used the Add Appointment button rather than selecting an existing time slot, specify when the
meeting will take place (date, start time, end time).

4. Select the desired location from the options available in the When drop down list.

5. Select a Reason for the meeting. The reasons available are based on the student you selected and the
appointment types that you have access to in your role/ relationship with that student.

If you have selected a timeslot from a set of existing office hours, the reasons will be further limited to
those associated with the appointment types settings for the office hours.

6. If relevant to the meeting and permitted by your role, select a Course from the list presented.

7. Select a radio button for Sharing to either make the appointment Shared (roles listed in the
Permissions area for this student can see the appointment and its outcomes) or Private (only the person

with whom the appointment is made can see it).

8. Type a Detailed Description for the meeting that will be visible/emailed to you and the student. This
is optional.

9. Click the Submit button to schedule the meeting.

18



The appointment will appear on the calendar owner’s calendar in the selected date and time.

{H Acosta, David (8:00 am)
{@ Yvette's Office Hours

&) Time has already passed & sign Up
) Time has already passed & sign Up

[+ 1
&) Time has already passed & sign Up O:
) Time has already passed & sign Up [+

L

&) Time has already passed & sign Up Oc

[+
& Sinn 1In & Sinn 1in =

The appointment is also available from the calendar owner’s Home page on the Appointments
and Recent Changes channel.

Appointments =

Show | Next 30 days
Acosta, David: Today at 8:00 am General Advising Visit

~

Location: 4393 Smith Hallway
@@ Lands, Rachel: Tomorrow at 2.00 pm Course add / withdrawa/ M
ﬁ View Calendar

The appointment will also appear on the Meetings tab of the student folder for anyone that has
permission to view the appointment. If you included a detailed description, it will be listed on the

Meetings tab.

= Course: Microbiology Il
B Notes YHeDCRTITENg (SCI-BIOL202-600-
201803}
M Network (#, 11-09-2018 at 3:40 pm Microbiology tutoring David:t
= Course: Microbiology Il
(Appointment) (SCI-BIOL202-600-
201803)
ﬂ‘ 11-09-2018 at 2:40 pm Microbiology tutoring David /
= Course: Microbiology Il
(R IR (SCI-BIOL202-600-
201803)
ﬂ 11-08-2018 at 4:00 pm Tutoring Referral TutorTr
Course: SCI-BIOL202-
600-201803
A 11-07-2018 at 8:00 am Course Withdrawal David /
= Course: Microbiology Il
A REIITEL, (SCI-BIOL202-600-
201803)
£ 1106-2018 at 9:00 am Intemships David ¢
(Appointment)
m 11-04-2018 at 2:40 pm General Advising Visit Yvetie |
(Appointment)
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Both the student and calendar owner will receive an email with an calendar attachment for any future
appointments. Appointments created to document prior meetings will not send an email. If you do not
receive an email, check your Email Notification settings.

You have an appointment with Yasmin Gold on 8/26/2014 &30 AM EDT
Required st fencode
wWhen ¥ ) 1 2§ 4 . -

Locat

Hi Joe =
Please find below detals to the appomtment that has been scheduled

Scheduled By: Yasmm Gold

Meeting With: Yasmm Gold and Joe Studemt

Date: 8262014 930 AMEDT

Location: Advising Center North Rm 118 (sagn m at the front desk)

Reason for Meeting: Pre-registration

Instructions: Walk-mns should sign m to the Kiosk and wait to be called
Description: Let's take a look at your plans for the coming term and make suge you
aren't overloading with courses that all requere heavy m person requirements

Document outcomes from a meeting

1. Hover over the Appointment icon () associated with an appointment.

2. Select Outcomes from the Appointment pop up card to bring up the Outcomes tab of the Edit
Appointment form.

Edit Appointment m

Schaduli Out enpadNofh

Time @ Actual Start Time to | Actual End Time
Attendance [ "] Student missed appointment

Email [] Send a copy of note to student

Comments
Comments are notes about the appointment, viewable only by you and other people with whom the appointment is shared. These notes
can be edited only by you before or after the appointment for record-keeping purposes.

& Permissions: People with the following roles may be able to see this appointment if they have a relationship with the student(s):
@ Counselor (Mental Health) - Main Campus
@ Financial Aid Advisor
® Residence Advisor
® General Advisor
@ Career Advisor v
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3. Capture the meeting’s actual start and end time next to the Date.

4. If the student is a no-show for a meeting, check the Attendance box labeled “Student missed
appointment”.

5. Add your notes into the Comments box.

Note: Click the Email check box labeled “Send a copy of note to student” if your comments should be
shared with the student via email.

6. Click the Submit button to save your updates.

Use SpeedNotes to document common outcomes

SpeedNotes are preconfigured appointment activities that can be checked off to quickly capture
recurring meeting outcomes.

If SpeedNotes exist for any appointment types in your Starfish system, the SpeedNotes tab is available
whenever the Edit Appointment form is open.
If the selected appointment type has no SpeedNotes associated with it, the tab contents will be blank.

Edit Appointment

SCHEDULING OUTCOMES SPE&DNOTES

1. Hover over the Appointment icon associated with an appointment.

2. Select Outcomes or Edit from the Appointment pop up card to bring up the Edit Appointment
form.

3. Click the SpeedNotes tab. Available options may be grouped into categories. Within any category,
items are listed alphabetically.

4. Check all boxes that are relevant to your meeting.

Edit Appointment E

[o]

Check off the topics di and iviti in this meeting.

Academic Planning

[] Academic Plan Review [] Discussed Major Change

[] Create Academic Plan [] Discussion of Academic Goals
General Advising

[[] Academic Status Concerns [] Preparation for the following semester
[[] Career Exploration [] Registration Assistance

[[] Choosing Transfer Institution [] Time Management

[] Discuss Study Skills

Referrals

[[] Referral to Career Counseling [[] Referral to Tutering Services
[[] Referral to Financial Aid [] Referral to the Writing Center
[[] Referral ta Testing Center

#* Reauired fields —— |
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5. Click the Submit button to save your updates.

Cancel an appointment

1. Hover over the appointment menu icon associated with an appointment to bring up the
Appointment pop up box.

2. Select Cancel from the Appointment pop up card.

3. The Cancel Appointment form is displayed. Type a note explaining the reason for the cancellation
(optional but recommended).

Cancel Appointment
Are you sure you want to cancel your 8:00 AM appointment with Acosta, David?

You can send this person a message explaining why you have to cancel. This message will be save
with the appointment notes:

# Required fields m

T — e e L —

4. Click the Submit button to cancel the appointment and send a cancellation email (and iCal
attachment) to the student.

Review appointment information and meeting outcomes

Review appointment and meeting information on the student folder

You can open the student folder by clicking on the link associated with the student’s name wherever it
appears in Starfish.
For example from the Appointment channel on your Home page or from the appointment on your
calendar.

X F'gnr Class Participation

GIlEDI‘E Lexi_

& lgilmore
. 513-284-2342
B Lexy Gilmore@starfishcoliege edu

Retention Score

| | ™ Flag | [ Kudos = Message E—lo Note

Click on the Meetings tab of the student folder to review information about upcoming and past
meetings for this student
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David Acosta

[ Flag | % Referral | | To-Do | |# Kudos ﬁbsucoess Plan | | &% Message [%‘,Nme f',-'i,Anpmrmnem & File | = Intake
& Overview Date / Time Reason Scheduled By With Location
o Int £ 11-16-2018 at 1030 am Microbiology tutering David Acosta Garland Adams. East Campus - Tutoring Center
nfo ad A
(Upcoming)
B Success Plans @ Today at 2:00 am (Appointment) General Advising Visit David Acosta Yveite Gold 4393 Smith Hallway
== Careers EE. Yesterday at 6:30 pm Transfer AdvisorTrac Yasmin.Gold Smith Hall
- Degree Flanner ﬁ Yesterday at 4:00 pm Microbiology tutering Garland Adams Garland Adams Smith Hall - Tutoring Center
(Appaintment) Course: Microbiology Il
(SCI-BIOL202-800-
1= Courses 201803)
Tk m\ 11-12-2018 at 3:30 pm Job Insights Gale Erickson Gale Erickson Smith Hall, First Floor
L racking
(Appointment) 49
ﬁ Meetings g& 11-12-2018 at 2:30 pm Microbiology tutoring David Acosta Garland Adams Smith Hall - Tutoring Center
4 Course: Microbiology Il 2
B Notes (Appuintmanty (SCI-BIOL202-600- AL Risk o
201803) Since: 1-11-2018
I Network ﬁ 11-09-2012 at 3:40 pm Microbiology tutoring David Acosta Garland Adams SKYPE @gadams
Course: Microbiology Il
thppomimenty (SCI-BIOL202-600-
201803)
B8 11-09-2018 at 2:40 pm Microbiology tutoring David Acosta Garland Adams Smith Hall - Tutoring Center
(A;‘pmnh'nenl) Course: Microbiology 11 & dalbright F
(SCI-BIOL202-600- B briterian34@amail com E

The Meetings tab of the student folder includes upcoming appointment information as well as meeting
notes captured in Starfish. It may also include historical meeting information from external systems.
The information that is available to you on the Meetings tab is based on the role(s) that connect you to
your students and the appointment types those roles have permission to view.

Filter student lists based on meetings
Use the Meetings filter from the list of Additional Filters available on your My Students and
Tracking tabs to identify students that have or have not scheduled appointments.

1. Click on the My Students tab from within your Students area in Starfish. Then click the Edit Filters
button.

Additional Filters Clear All Filters m m
P Tracking ltems [ Students with Tracking ltems

%8 Cohorls & Relationships

) Meetings Status
f Success Flans (2]
W Degree Plans
|l Retention Scores (-]
= Aftributes.
o

Q

* Required fields Clear All Filters m
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2. Select Meetings from the filter options on the left and check the box to the left of the word
Students in the filter criteria area to make this filter active.

3. Select whether you want to filter to students “Who have had/ scheduled a meeting” or to those “Who
have not had/scheduled a meeting. Optionally, you can filter to a specific Appointment Type/ Reason
and a range of Dates.

™ Tracking ltems Students

i Cohorts & Retationstips (®) Who have had/scheduled meetings

B Meetings (-] (") Who have not had/scheduled meetings

# Success Plans Appointment Type / | Course Withdrawal n

Reason
Wl Degree Plans
Dates 11-14-2013 Elofirzmg )

|4l Retention Scores (]

= Afiributes

* Required fields Clear All Filters m

4. Click the Submit button activate your filter.

Your student list will be displayed showing only those students who matched your Meetings filter
criteria.

Use calendar managers

Designate someone to manage your calendar
Calendar Managers can see, add, and edit appointments on the calendar owner’s Starfish calendar.

You can designate other users to be your calendar manager through Appointment Preferences in your
profile.

Institutions can create calendar managers via SIS import or administrator upload. You must contact your
Starfish administrator to remove calendar managers created via these methods.

Manage another’s calendar

Calendar viewing options
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If you are designated as a calendar manager for someone else, when you reach your Starfish Calendar
on the Appointments page, you will find a list of calendars you have permission to manage under the
Calendars | Manage heading in the Calendar Manager section on the left of the page, beneath the small
monthly calendar.
You can filter the calendars displayed by appointment type and/or by individual users’ calendars:
e Use the Appointment Types filter to limit the view to calendar owners who have office hours of
the selected types.
e Check /uncheck the boxes associated with each name under the Calendars | Manage heading to
limit which calendars are.
To make it easier to distinguish among calendars, each name is displayed in its own color. The color
of the name in the listing matches the color used to display appointments on the main calendar.

1 N ber 2018 ~ 3 -y 2 2 iy T
ovember (G, Office Hours oy Appointment = Group Session & Event [aReserve Time | | # Scheduling Wizs
] © © © ]

5 M T W T F 8
1 2 3
Agenda Day Week Schedule

4 5 6 7 8 9 10

M 12 13 |84 15 16 17

18 19 20 21 22 23 24 Name 2:00 pm 1:00 pm 2:00 pm 3:00 pm 4:00 pm 5:00 pm 6:00 pm
25 26 27 28 29 30 Yuelle Goid ) worko[ @ © | (8} Pickup

Erickson, Gale
Maitz, Dion @00000000(’4

Appointment Types

All Appointments v

[] Available Only

™ My Calendar
Calendars | Manage
Deselect All Select All

Erickson, Gale
Maitz, Don

As a calendar manager, you will find a Schedule tab in addition to the Agenda, Day, and Week tabs. If
you are opening more than 3 calendars at the same time, rely on the schedule view. If you manage a
large number of calendars the “Select all” calendars option will only be available in the schedule view.
When you click the Schedule tab, Starfish may display a quick reference pop up that includes these tips
for using the schedule view:
e Use the time scale option at the top of the schedule view to look at the combined schedules in
15 minute, 30 minute or 1 hour increments.
e Click on an individual’s name in the schedule view to jump to viewing that user’s calendar in the
day view.
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Make and update appointments for others

o If you are a calendar manager for others, you will have additional calendar selections when
adding an appointment to the calendar.

e Onthe Add Appointment form, you will find a drop down selector in the Calendar field listing
those individuals for whom you have the calendar manager permission.

e Select the desired staff member to add an appointment to his/her calendar. Options presented
in terms of students, locations and appointment types will be based on the selected user’s
role(s).

e The same holds true if you add office hours, group sessions, or reserved time.

External Calendar Integration

Integration with an external calendar allows free/busy information from a staff member’s external
calendar to be displayed on that staff members’ WarriorFish calendar.

This type of integration is available for Google or Exchange, and your institution must have configured
one of those options with Starfish in order for you to take advantage of it.

Poll for shared
calendars

Starfish
Starfish Exchange or
Google Adapter

External
Calendar
Push free/busy to

display on
calendars

xternal
Calendar
appointments

Configure integration in your profile

Select the Email Notifications tab from your Profile menu.

If either Google or Exchange integration has been enabled on your Starfish system, just above the
Tracking Item Notifications heading you will find a check box labeled:

“Read busy times from my external Google calendar” or “Read busy times from my external Exchange
calendar”.

Check the box and then follow the “Click here” link for set up steps specific to your type of integration.

Set your profile to read busy times from Exchange

After you check the “Ready busy times” box in the Appointment Notifications section of your profile,
you must share your Outlook (or Microsoft 365) calendar with the starfish email address specified in the
line labeled Important under the “Ready busy times” checkbox.

Follow the “Click here” link to find detailed instructions specific to your version of Outlook or Microsoft
365. Generally speaking, you will share your calendar with the email address specified and give it the
ability to read “full details”.
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External calendar holds on your Starfish calendar

If you have configured Google or Exchange integration as described in the previous section, information
from your external calendar will begin to appear on your Starfish calendar. Iltems from your external
calendar will appear as external holds on your Starfish calendar.

An external hold is distinguishable from a Starfish appointment on your Starfish calendar in two ways:

1. The title on the calendar does not include the hyperlink to the student folder.

2. When you hover over the appointment menu icon the External Hold box is displayed rather than the
Appointment box.

Time: 09-24-2014 from 9:00 am -
11:00 am

9 Student, Joe (11:30 am) Name: Staff Meeting

Note: Editable via external calendar

End User’s Guide provided by Hobsons Inc. (Starfish) and adapted for ESU usage.
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