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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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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

A gonerml message shoald go here. Tl peogie how you min befp S duning your ofios hoors:

My Biography

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 i Prefi 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 u
Scheduling deadline: ) None
O |5:00 pm n the day before the office hours
O |9:00am n 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 studenis. 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 studenis. Meetings can be in an office, online, over the phone, or anywhere else you like

© Add Location

Type Name « Instructions
Office Science and Technology Center 241
Online Zoom

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.

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 u

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 n 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.

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

Calendar Attachments: Receive emails with calendar attachments for schedule.

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: # anitemisraised  anitemiscleared ¥ anitem is assigned to me

You may be notified of tracking items raised for the following rules created by the administrator. Note that for rules with emergency nofifications, your personal nofification preferences will b
tracking item is raised for that rule.

Flag Rules
Name Category Description
# | want to work on campus SOCIAL FLAG Use if you are interested in obtaining student employment
® | Need Help With My Course Schedule ACADEMIC: FLAG Use when you are having trouble with scheduling your classes. Please note that
™ | need a tutor. ACADEMIC: FLAG Use if you need a tutor. Please identify the course thai you need tutoring for.
™ | have a suggestion to improve something SOCIAL FLAG Use if you have a suggestion to improve something at ESU
™ | need help with Financial Aid. FINANCIAL FLAG Use for financial aid related quesiions. Please provide your Student ID number.
™ | need to talk to someone. SOCIAL FLAG Please try to specify the nature of your request so that it can be directed to the aj
™ | need assistance with graduation. ACADEMIC: FLAG Use if you have any questions regarding graduation

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:
¢ 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 I[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 | En d 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

%Ofﬁce Hours %App

Appointments

This opens the Add Office Hour form.

Add Office Hours m

* Title Office Hours
* What day(s)? Weekly u Repeats every 1 nweek(g)
Repeat on: Mon Tue Wed L Thu Fri Sat Sun
* What time? Enter Start Time to |Enter End Time
* Where? Type in an office u
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 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 meefings you will have in these office hours.

[ Academic Advising [ Alumni Ambassador
[ career Center [ 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.

e 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.


mailto:azettlemoy@esu.edu

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
b

@ 11-12-2018 at 7:00 am Participants
1 9 Room 363

| | # Edit | @ Cancel | | © Walkin |

f Cee———

”b Time has already passed H =
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.

Changing Office Hour Location to Zoom
1. Click on “Appointment Preferences” in your Basic Settings menu.
2. Click “Add Location”.

= WARRIORfish

Institutional Profile Appointment Preferences Emai

9:00 am u the «

1 hout

Allow drep-ins after deadline has passed

My Locations

Enter locations for your meetings with students. Meetings can be in an

©  Add Location

Type Name a

Office Science and Technoloay Center 241

3. Select “Online” for Type. Name the location “Zoom”. Enter your Personal Meeting ID (PMI) URL
which is obtained from your own Zoom account. Save.

10



Add Location

* Type
* Name

Instructions

¥ Required fields

Online
Zoom

bitps //zoom.us/ji2303317814

| -

4. If you previously set up Office Hour Blocks, you will now need to edit them to include your added

Zoom location. From your menu, click on “Appointments”. Here you will see your existing Office Hour

blocks. To edit, hover over the clock icon and select “Edit”.

Wednesday, March 18 Thursday, March 19 Friday,
— Kol Office Hours (0] Office Hours S (7)
UEE office Hours P
Osi b

@ Tomerrow at 8:00 am Participants
@ sig 9 Scienceand Technology Center k)

241

Osi 3
Osi &!
Osi p
Osi # Edit © Cancel ~|| © Walk-in eeting (
O signp ©Sign Up
@ signUp @ sign Up
OSign Up ﬂSlgn Up QS\QH Up
(+] Sign Up o Sign Up (+] Sign Up
M cinniin Aciniin Acinniin

Step 5: Select the checkbox for Zoom. Deselect your physical office location. SUBMIT.

11



Edit Office Hours - Office Hours m
* Title Office Hours
* What day(s)? Repeats every |1 u week(s)
Repeat on
* What time? 8:00 am to |4:30 pm
* Where? Note: You may select more than one location to give students a choice.
¥ Zoom
Science and Technology Center 241
* Office hours Type @ | Scheduled And Walkins
Take either scheduled appointments or walk-ins
* How long? 20minutes [ minimum appointment length
20 minvtes [ maximum appointment length
* Appointment Types  Select the types of meetings you will have in these office hours,
Academic Advising ¥l General Assistance
Library PDS Appointment
¥ Personal ¥ Programs & Initiatives
¥ Special Projects ¥ Student Employment
¥ Student Events Tutoring
Instructions StartEnd Date
These will be sent to anyone who makes an appointment .

*Please note that if you have set up multiple office hour blocks, then you will have to edit each one.

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.

Cancel a single occurrence of an office hour block

(2} Advising Office Hours

Advising Office Hours

@ Yesterday at 7:00 am Participants
¥ Room 363

# Edit © Walk-in

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.

12



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 a// of the office hour blocks
that are to be created.

—

Scheduling Wizard

The Scheduling Wizard makes it easy for advisors and instructors to schedule multiple office hours blocks for multiple days in 2 single week. This
is useful for setting up yeur calendar for advising rush periods and other times when you book several blocks of time for sesing students.

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 sefup 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 information
you specify here.

* Title Advising Hou
* Where? Note: You may select more than one lecation to give students a choice.
Science and Technology Center 241
7l Zoom
* How long? 1 hour u minimum appointment length
8 hours u maximum appointment length

# Appointment Types  Select the types of appointments that can be made in these office hours.
Note: You can select multiple non-recurring appeintment types but only
one recurring appointment type.

Academic Advising Academic Enrichment & Leaming
| General Assistance Library

DNE Annaintmant Dareanal

,
e |

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.

13



Scheduling Wizard

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

Monday, November 12 Tuesday, November 13 ‘Wednesday, November 14

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 Siart Time | |End Time Start Time | |End Time

©  Add Another Block ©  Add Another Block ©  Add Another Block

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.

November 12 - November 16, 2018 LGN

Thursday, November 15
Start Time | | End Time
Start Time | | End Time

Start Time | | End Time

©  Add Another Block

Friday, November 16

tart Time | |End Time

Start Time End Time

Start Time | |End Time

©  Add Another Blod!

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.

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 "_';) Reserve Time
k Schedule

NMovember 12 Tuesday, November 13

This opens the Add Group Session form.

14



ml

Add Group Session

* Title

* When? Once B pate: 04-01-2020
& What time? Enter Start Time to | Enter End Time

* Where? & Zoom

Science and Technology Center 241

#* Reason Select a reason u
#* How many students?

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

Instructions Start/End Date e

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.

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.

15



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.

* Group Session

Group Session: 4 out of 4 spots
available @ Manage
Participants

o o

1. Select Manage Participants.

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

Manage Session Participants for Group
Session 12:30 pm Tomorrow I
Participants

There are 4 of 4 spots available.

Add participant: -sa[ X u

@ Beck Heather
8! Heather Beck@stamfishcoliege.edy
sheck

Course: ~

Desai, Sarah Be Tools
Sarah.Desai@starfishcollege.edy

Session F'aﬁicipaJ
sdesai

There are no pa

Elkins, Sarah
Sarah. Elkinsi@starfishcollege.edy
selkins

English, Kristen
Kristen.English@starfishcollaege edu
senglish

Farley, Sam
Sam. Fartey@starfishcollege. edu

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.

16



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

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

Reserve Time

Select the start and end time to block off fime in your calendar as being unavailable
for appointments.

* Calendar My Calendar
# Description iMeeting| % |
* When 11-142018 Start Time S e

Repeat Weekly [ |

Until

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 Click the sign up icon for an existing office hour slot using the Day or Week view of your
calendar on the Appointments page.

17



1 November 2018 ~ ] 5 -
Gy Office Hours | | [ Appointment | %Gmup Session | gEvent | | CgReserve Time

S M T W T F S
1 2 3

P 5 7 8 9 10 Agenda Day Week Schedule
11 12 13 14 15 16 17
18 19 20 21 22 23 24 Manday, November 12 Tuesday, Movember 13
h iy = -
25 26 271 228 20 30 © Time has aiready passed @ Time has aiready passed
10:00 am O Time has already passed 1
@ Time has aiready passed
Appointment Types © Time has already passed
|
Time has already passed
Al Appointments E © ik
1:00 Time h
[ Available Only am 0 ime has already passed
0 Time has already passed
My Calendar |
Calendars | Manage
Deselect All -Select All
12:00 -
[] Erickson, Gals pm [} Workout (12:00 pm) |
[] Maitz, Don
1:00 pm
|

This opens the Add Appointment form.

Scheduling

Calendar My Calendar Detailed Description

With Enter a detailed description about the

H appointment. This is viewable by you and the
- % People in (®) Active terms () Allterms student with whom the appointment is made.
© Student Start typing to search B

ﬂb Prospective Student

* When 11-14-2012 Starf Time | 10 [End Time

* Where Salect a [ocation u

# 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.

18



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.

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

7

() Acosta. David (8:00 am)

ﬂ Time has already passed
ﬂ Time has already passed
0 Time has already passed
ﬂ Time has already passed

a Time has already passed

™ Sinn 1In

@ sign Up
& Sign Up
& sign Up
& Sign Up

& sign Up

4 Zinn Lin

@ Yvette's Office Hours

re

e

[al

ré

rﬁﬂﬁﬂﬁ

The appointment is also available from the calendar owner’s Home page on the Appointments

and Recent Changes channel.

Appointments

Acosta, David: Today at 8:00 am General Advising Visit
Location: 4393 Smith Hallway
@@ Lands, Rachel: Tomorrow at 2.00 pm Course add / withdrawa/

Show | Mext 30 days

el
W

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.

19



Course: Microbiology 11

(Appointment)
(SCI-BIOL202-600-
B Notes 201803)
I Network (5%, 11-09-2018 at 3:40 pm Microboloiy:tulding Detnd:t
= Course: Microbiology 11
(Appointment) (SCI-BIOL202-600-
201803)
11-09-2018 at 2:40 pm Micrebiology tutoring David /
: Course: Microbiology I1
(Appointment) (SCI-BI0L202-600-
201803)
m 11-08-2018 at 4:00 pm Tutoring Referral TutorTr
Course: SCI-BIOL202-
600-201803
B 11-07-2018 at 8:00 am Course Withdrawal David #
: Course: Microbiology 11
(Appointment) (SCI-BI0L202-600-
201803)
B9, 11-06-2018 at 9:00 am Intemships David ¢
(Appointment)
£ 11-04-2018 at 2:40 pm General Advising Visit Yvette
(Appointment)

Both the student and calendar owner will receive an email with a 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.

v o= Ashley Strepp, General, 10/17/2019 2:40 PM EDT - New - Md

@ Tell me what you want to da...

x ¢ ? x 50 I'l_Ae E [ Rob Course Eva... EE)%(‘J‘H‘WEHBQEI’ ¥ Move E l:-:

Bel i c e B b o Jla Team Email v Done - Rules ~ Nz v

et it tat)

elete ccept Tentative Decline  Propose  Respon alendar Q. Reply & Delete £ Create New sa sign a
- * *  NewTime~ x Palicy ~ Unre

Delete Respond Calendar Quick Steps ) Move

; Thu 10/17/2019 11:32 AM
=9 Starfish Calendar <esu@calendar starfishsolutions.com>
N Ashley Strepp, General, 10/17/2019 2:40 PM EDT - New
Required 4349035779 @myboostmobile. com; Alison Zetdemoyer

eAccepted on 10/17/2019 2:25 PM,
This meeting has been adjusted to reflect your current time zone. It was initially created in the following time zone: America/New_York.

When Thursday, October 17, 2019 2:40 PM-3:00 PM Location Science and Technology Center 241

Hi Allison Zettlemover,
We're e-mailing vou to let you know that Ashley Strepp has scheduled this appointment with you.
Ashley Strepp

phone: (484)241-8697 / email: ams63 14@live esu.edu
10/17/2019 2:40 PM EDT

Science and Technology Center 241:

General

Description:
test

This email is a service of Starfish. Click here to change your notification preferences.

El
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Document outcomes from a meeting/Record Notes

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

Scheduling Outcomes SpeedNotes
Time @ Actual Start Time to | Actual End Time ~
Attendance [] Student missed appointment
Email [] Send a copy of note to student
Comments

Coemments 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.

ﬂ Permissions: People with the following roles may be able to see this appointment if they have a relationship with the studeniis):
@ Counselor (Mental Health) - Main Campus
@ Financial Aid Advisor
@ Residence Advisor
® General Advisor
@ Career Advisor L

* Required fields m

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.
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Edit Appointment

SCHEDULING OUTCOMES SPE&DNOTE S

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 —— |

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 Never Mind m
T

T — e e T

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

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.

Gilmore, Le

Poor Class Participation

s

Lexy Gilmore

& lgilmore
. 513-284-2342

B Lexy Gilmore@starfishcoliege edu
Retention Score

™ Flag | [ Kudos = Message | | E’bNo’m |

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

David Acosta x

[™ Flag | |+ Referral & ToDo | | # Kudos ﬁbsucoess Plan | | B Message [%Nme | E%Anpmm'nem & File | = Intake
& Overview Date / Time Reason Scheduled By With Location
o iim @' 11-16-2018 at 10:30 am Microbiology tutoring David Acosta Garland Adams East Campus - Tutoring Center
N
(Upcoming)
B Success Plans ﬂﬂ Today at 2:00 am (Appointment) General Advising Visit David Acosta Yveite Gold 4393 Smith Hallway
= Carcers 55. Yesterday at 6:30 pm Transfer AdvisorTrac Yasmin.Gold Smith Hall
- Degree Planner & Yesterday at 4:00 pm Microbiology tutering Garland Adams Garland Adams Smith Hall - Tutoring Center
(Appointment) Course: Microbiology Il
(SCI-BIOL202-800-
1= Courses 201803)
T m\ 11-12-2018 &t 3:30 pm Job Insights Gale Erickson Gale Erickson Smith Hall, First Floor
L racking
(Appointment)
B Meetings & 11-12-2012 at 2:30 pm Microbiology tutoring David Acosla Garland Adams Smith Hall - Tutoring Center
4 Course: Microbiology Il
B Notes (Appuintmanty (5CI-BIOL202-600-
201803)
t Network &a 11-09-2012 at 3:40 pm Microbislogy tutering David Acosta Garland Adams SKYPE @gadams
Course: Microbiology Il
{Appaintment) (SCI-BIOL202-60
201803)
&‘ 11-09-2018 &t 2:40 pm Microbiology tutoring David Acosta Garland Adams Smith Hall - Tutoring Center
(Appointment) Course: Microbiology 11 & dalbright ]
(SCI-BIDL202-600- B3 briterian34@amail com |
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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.

488 Cohorts & Relationships
Meetings

P Success Plans

M Degree Plans

Il Relention Scores o

= Aftributes

* Required fields Clear Al Filters m m

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.
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™ Tracking ltems Students

& Cohorts & Refationships (®) Who have had/scheduled meetings

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

# Success Plans Appointment Type / | Course Withdrawal u
Reason

Wl Degree Plans
Dates 11-14-2013 Elofirzmg )

|l 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

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.

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 I 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 I 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.

25



4 November2018 > b : 2 . v
Gy Office Hours | | £, Appointment | | % Group Session || 4 Event || £ Reserve Time | | # Scheduling Wizz

§s M T W T F 8§

1 2 3
Agenda Day Week Schedule
4 5 & 7 &8 9 10
M 12 13 |44 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 2 28 2 N Yvelte Goid B worko( @ © | (8 Pickup)
Erickson, Gale
Maitz, Don @OOOOOOOOG

Appointment Types
All Appointments B
[] 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.

Make and update appointments for others

e Ifyou are a calendar manager for others, you will have additional calendar selections when
adding an appointment to the calendar.
e On the 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.

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

Poll for shared
calendars

Starfish
Starfish Exchange or
Google Adapter

External
Calendar
Push free/busy to

display on
calendars

xternal
Calendar
appointments

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”.

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. Items 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.
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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
' Student Joe (” 30 am) Name: Staff Meeting

Note: Editable via external calendar

Flags, To-dos, Kudos, and Referrals

Flags assist your students and those in their Success Network to better understand why a student may be
at risk. Flags encourage action.

To raise a flag, select the student from your Student List
Choose the flag icon. = Flag

Select the flag you would like to use. You can link the flag to a specific course or add a comment. You
will be able to see view privileges under “Permissions”.

¥ Flag u
Course Context [® Attendance Concern
Raise this when a student isn't attending class regularly.
Comment

/™ GPAin danger of falling below 2.0
Use if a student's GPAis in danger of falling below 2.0

™ |n Danger of Failing
Raise this when a student is in danger of failing a course.

™ | ow Midterm grade
Use if the student received a low midierm grade- They will receive
notification of the low exam grade along with a list of resources that
are available to them to help boost their grade

™ No FAFSA on file
Use if a student still needs to submit 2 FAFSA

@ Permissions: Atrackiy ™ Student Not Registered for Fall 2020

— Use flag if student is not yet registered for Fall 2020

¥ Reguired fields Never Mind m

Flags can be cleared in the flag viewbox on the Dashboard.
Similarly, to-dos, kudos, and referrals can be assigned to a student as well. Keep in mind that when you

assign a referral for a student, the student and the service that you are referring the student to will receive
an email notification. All tracking items can be “cleared” or closed via the Dashboard.

= WARRIORfish

MY ¢

”.oFlag ";} Referral !?oTo-Do *oKudos

Search
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Success Plans

Success Plans are essentially a list of To-dos combined together in one group. An example of a Success
Plan is the Graduation Checklist (Meet with Advisor, Pick up Cap and Gown, Go to Graduation Festival,
etc.) These task combination can be cleared altogether or each individual task can be cleared out
separately.

To assign a Success Plan to a student, follow the same instructions for assigning a flag.

= WARRIORfish

MY STUDENTS

:..-eFlag . '.“;SRetenal .;_I%_TO'DO__:- ‘Q_?Kudos | %Success Plan | |5 Message | | %Note a
Search Connection

| Student Name. Username. or 1D | & My Students

Navigating the Student List

= WARRIORfish

MY STUDENTS TRACKING

- 5 &, To1 = = y
o0 || fpReferal || E5To-Do HyKudos | | P Success Plan = Message | | [5g Note _auuwmoan }‘)Pmsnemwesmnenl_

searcn Connection Term Adattional Filters
‘Stugent Neme, Usemarme, or (D [ A1l My Students (v]ED Add Fiters
All My Students -

|Academic Leadership S

eme = Student Success Team = Phone Cell Phone

Your student list will likely differ from others’. Each student list is formulated according to the role (s)
that you hold at the University.

Student Connections

Customize by Connection by toggling the Connection drop down box.

JARRIORfish

MY STUDENTS TRACKI

‘i‘e.Kudos I l’lésuccess Plan | |&% Message.: E:,_Note Ia Download.; JvoF'ros

ag FoReferral I EE,TD-DO
ch Connection Term
Yent Name, Usemame, or 1D Go EAII My Students : AII :
.A!I My Students
Academic Leadership
Name = Student Success Team lhone
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Filter List by Student Attribute
Student lists are filterable by various student attributes.

To filter your student list, select the Add Filters button on the toolbar.

MY STUDENTS TRACKING

%TO-DO_ ‘iaKudos I‘Ié Success F'Ian_ = Message EbNote a Download }aPruspecﬁve Student

Connection Term Additional Filters

0 [ My Students IV E Add Filters

Academic Leadership

All My Students ‘

Select Attributes in the left panel. Click Add Attribute.

™ Tracking items © Add Aftributé
% Cohorts & Relationships Attribute Value
B Meetings | Setect an option . o

Term € | Fiter by Term

B Success Plans

Ll Retention Scores

Choose the desired attribute, term, and value (if required). Select Submit.

Additional Filters m m

™ Tracking Hems © Add Atribute
& conorts & Relationships Attribute Value
B4 Meslings GFA Bl O Assigned to student o
Term @ | Fiter by Term n () Not Assigned to Student
- Success Plans ® Specific Value
<
|l Retention Scores ua

@ This filter only returns students for whom you have permissions to view affribute data

* Required fields Clear All Filters m m




Progress Surveys

Progress Surveys are questionnaire-style surveys that may be given during critical points in the semester
to help identify students that are at risk. If you have a survey to be completed, you will first be notified
via email. Upon logging into the Warriorfish, there will be a link at the top of your homepage that reads
“Outstanding Surveys”.

To complete a survey, check off boxes such as “Poor Attendance” or “No feedback” if the item pertains
to the student in question.

Home | Appointments ~ | Sdeats =  Services + Insight | Admin [Search for Stucents Q] ., VYasminGold v nhelp|suppor
OVERVIEW MY STUDENTS TRACKING ZOOM IN ATTENDANCE PROGRESS SURVEYS

|-}

Survey: | Microbiology (BIOL220.109.01): Progress Survey

You are an important part of student success! Please provide feedback on the following students

Search: |Mame ,“;:,!

Name No Feedback Good Work in Class @ Poor Participation & Improve Coursework

& eadam
. 703-555

% Flag

Yo Kudos = Message

Andrews, Rand v
& RAD004298
& ’
e ?
W Boroer, Jen 3
Total items selected: 2 Displaying 52 St

Remember to save and submit each survey.

Sharing Direct Links

Direct links to share for appointments and profiles are available under the Institutional Profile section.

Institutional Profile Appointment Preferences Email Motifications

Display all time zones Time zone (GMT-05:00) Eastern Time

Share Links

Share your appointment and/or profile fink with students by copying the link(s) to the clipboard. You can uze the links in emails, email signatures, a non-£
checkbox(es) below to display the link{s) on your Connection Profile in the Services tab. Students who receive a link to schedule an appeiniment with yo
you. Note: If you are having frouble copying a link, try using another web browser.

Link to schedule an appointment with me
https:/fesu.starfish=olutions. com/starfish-ops/dliinstructor/serviceCatalog. himl?bookmark=connection/5836/schedule  Copy link to clipboard

| Make link available in the Services tab on my profile for other staff to copy.

Link to view my profile
https:-/lesu.starfishsolutions.com/starfish-opsidifinstructor/senviceCatalog. ntmI?hockmark=connection/5836  Copy link to clipboard

Make link available in the Services tab on my profile for other staff to copy.

Ranaral Mvarviaw
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	Get ready for students 
	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 
	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. 
	Figure

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

	2. 
	2. 
	Update any contact information that is not pre-populated. 

	3. 
	3. 
	You can provide an alternate email address in addition to your institutional email for email notifications. 

	4. 
	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. 

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


	Figure

	Edit Appointment Preferences 
	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. 
	Figure
	1. 
	1. 
	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. 
	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. 
	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 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. 
	1. 
	1. 
	Click Add Location. 

	2. 
	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. 
	3. 
	Click the Save button. Repeat this process to add any additional meeting locations. 


	Figure
	Figure

	Add Calendar Managers 
	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. 
	1. 
	1. 
	Click Add Calendar Manager. 

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

	3. 
	3. 
	Select a user from the search results and click the Submit button. Repeat these steps to add more calendar managers. 


	Figure

	Save Appointment Preferences 
	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 
	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. 
	Figure
	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. 
	Appointment Alerts: Receive an optional email reminder sent a certain number of minutes before the start of an appointment. 
	Calendar Attachments: Receive emails with calendar attachments for schedule. 
	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 
	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. 
	Figure
	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. 
	1. 
	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. 
	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. 
	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 
	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 
	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: 
	 
	 
	 
	What day(s) do you have office hours? -check the boxes for each day. 

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

	 
	 
	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). 

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


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

	Add 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. 
	Figure
	This opens the Add Office Hour form. 
	Figure
	2. 
	2. 
	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. 
	3. 
	Select What day(s)? and indicate any recurrence (if applicable). 

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

	5. 
	5. 
	Select Where? meetings will be held using the checkbox 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. 

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

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

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

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



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

	8. 
	8. 
	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: 

	 
	 
	 
	which students can schedule during this time (based on the role that connects you), 

	 
	 
	the appointment reasons shown to students, 

	 
	 
	which SpeedNotes will display, and 

	 
	 
	which roles can view the appointment and its notes. 




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


	9. 
	9. 
	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. 
	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. 
	11. 
	Click the Submit button at the top or bottom of the Add Office Hours form to save your Office Hour block. 



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

	2. 
	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. 

	3. 
	3. 
	Click the Submit button on the Edit Appointment form to save your changes. 


	Figure
	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. 

	Changing Office Hour Location to Zoom 
	Changing Office Hour Location to Zoom 
	1. 
	1. 
	1. 
	Click on “Appointment Preferences” in your Basic Settings menu. 

	2. 
	2. 
	Click “Add Location”. 

	3. 
	3. 
	Select “Online” for Type. Name the location “Zoom”. Enter your Personal Meeting ID (PMI) URL which is obtained from your own Zoom account. Save. 

	4. 
	4. 
	If you previously set up Office Hour Blocks, you will now need to edit them to include your added Zoom location. From your menu, click on “Appointments”. Here you will see your existing Office Hour blocks. To edit, hover over the clock icon and select “Edit”. 
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	Step 5: Select the checkbox for Zoom. Deselect your physical office location. SUBMIT. 
	Figure
	*Please note that if you have set up multiple office hour blocks, then you will have to edit each one. 

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

	2. 
	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. 
	3. 
	Click the Submit button on the Cancel Series Confirmation form to cancel the office hour block. 



	Cancel a single occurrence of an office hour block 
	Cancel a single occurrence of an office hour block 
	Figure
	1. 
	1. 
	1. 
	Hover over the icon associated with the block of hours for the selected day (). 

	2. 
	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. 
	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. 
	1. 
	1. 
	Click the Scheduling Wizard button from your Starfish Home page or Appointments page. 

	2. 
	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. 

	3. 
	3. 
	Click the Next button. 

	4. 
	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. 

	5. 
	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. 
	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. 
	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. 
	8. 
	Click the Finish button to create all of the office hour blocks. A summary will be presented. 

	9. 
	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. 
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	Add a Group Session 
	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. 
	Figure
	This opens the Add Group Session form. 
	Figure
	2. 
	2. 
	2. 
	Enter a Title (name) for this group session. Students will see this name when they view your calendar. 

	3. 
	3. 
	Select When? the group session will occur and select the recurrence. 

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

	5. 
	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. 

	6. 
	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. 
	7. 
	Enter how many students (maximum) can sign up for the session. 

	8. 
	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. 
	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. 
	10. 
	Use the Instructions box for information that should be shared with students who sign up. 

	11. 
	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. 
	12. 
	Click the Submit button at the top or bottom of the form to save your Group Session. 



	Manage group session participants 
	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. 
	Figure
	1. 
	1. 
	1. 
	Select Manage Participants. 

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


	Figure
	Repeat this process for each student you want to add. 

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

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

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


	Figure

	Make and manage Appointments 
	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, edit, or cancel appointments on your Starfish calendar 
	Add an appointment to the calendar 
	1. Initiate a new appointment using either of these options: 
	 
	 
	 
	Click the Add Appointment button from your Home or Appointments page. 

	 
	 
	Click the sign up icon for an existing office hour slot using the Day or Week view of your calendar on the Appointments page. 


	Figure
	This opens the Add Appointment form. 
	Figure
	2. 
	2. 
	2. 
	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. 
	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. 
	4. 
	Select the desired location from the options available in the When drop down list. 

	5. 
	5. 
	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. 
	6. 
	If relevant to the meeting and permitted by your role, select a Course from the list presented. 

	7. 
	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. 
	8. 
	Type a Detailed Description for the meeting that will be visible/emailed to you and the student. This is optional. 

	9. 
	9. 
	Click the Submit button to schedule the meeting. 


	The appointment will appear on the calendar owner’s calendar in the selected date and time. 
	Figure
	The appointment is also available from the calendar owner’s Home page on the Appointments and Recent Changes channel. 
	Figure
	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. 
	Figure
	Both the student and calendar owner will receive an email with a 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. 
	Figure

	Document outcomes from a meeting/Record Notes 
	Document outcomes from a meeting/Record Notes 
	1. 
	1. 
	1. 
	Hover over the Appointment icon () associated with an appointment. 

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

	3. 
	3. 
	Capture the meeting’s actual start and end time next to the Date. 

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

	5. 
	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. 
	6. 
	Click the Submit button to save your updates. 
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	Use SpeedNotes to document common outcomes 
	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. 
	Figure
	1. 
	1. 
	1. 
	Hover over the Appointment icon associated with an appointment. 

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

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

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

	5. 
	5. 
	Click the Submit button to save your updates. 


	Figure

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

	2. 
	2. 
	Select Cancel from the Appointment pop up card. 

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

	4. 
	4. 
	Click the Submit button to cancel the appointment and send a cancellation email (and iCal attachment) to the student. 
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	Review appointment information and meeting outcomes 
	Review appointment information and meeting outcomes 
	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. 
	Figure
	Click on the Meetings tab of the student folder to review information about upcoming and past meetings for this student 
	Figure
	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 
	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. 
	1. 
	1. 
	Click on the My Students tab from within your Students area in Starfish. Then click the Edit Filters button. 

	2. 
	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. 
	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. 

	4. 
	4. 
	Click the Submit button activate your filter. Your student list will be displayed showing only those students who matched your Meetings filter criteria. 
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	Use calendar managers 
	Use calendar managers 
	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. 
	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 I 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: 
	 
	 
	 
	Use the Appointment Types filter to limit the view to calendar owners who have office hours of the selected types. 

	 
	 
	Check /uncheck the boxes associated with each name under the Calendars I 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. 
	Figure
	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: 
	 
	 
	 
	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. 

	 
	 
	Click on an individual’s name in the schedule view to jump to viewing that user’s calendar in the day view. 



	Make and update appointments for others 
	Make and update appointments for others 
	 
	 
	 
	If you are a calendar manager for others, you will have additional calendar selections when adding an appointment to the calendar. 

	 
	 
	On the 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. 

	 
	 
	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). 

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



	External Calendar Integration 
	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. 
	Figure
	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 
	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”. 

	External calendar holds on your Starfish calendar 
	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. Items 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. 
	1. 
	1. 
	The title on the calendar does not include the hyperlink to the student folder. 

	2. 
	2. 
	When you hover over the appointment menu icon the External Hold box is displayed rather than the Appointment box. 
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	Flags, To-dos, Kudos, and Referrals 
	Flags, To-dos, Kudos, and Referrals 
	Flags assist your students and those in their Success Network to better understand why a student may be at risk. Flags encourage action. 
	To raise a flag, select the student from your Student List 
	Choose the flag icon. 
	Figure
	Select the flag you would like to use. You can link the flag to a specific course or add a comment. You will be able to see view privileges under “Permissions”. 
	Figure
	Flags can be cleared in the flag viewbox on the Dashboard. 
	Similarly, to-dos, kudos, and referrals can be assigned to a student as well. Keep in mind that when you assign a referral for a student, the student and the service that you are referring the student to will receive an email notification. All tracking items can be “cleared” or closed via the Dashboard. 
	Figure

	Success Plans 
	Success Plans 
	Success Plans are essentially a list of To-dos combined together in one group. An example of a Success Plan is the Graduation Checklist (Meet with Advisor, Pick up Cap and Gown, Go to Graduation Festival, etc.) These task combination can be cleared altogether or each individual task can be cleared out separately. 
	To assign a Success Plan to a student, follow the same instructions for assigning a flag. 
	Figure

	Navigating the Student List 
	Navigating the Student List 
	Figure
	Your student list will likely differ from others’. Each student list is formulated according to the role (s) that you hold at the University. 

	Student Connections 
	Student Connections 
	Customize by Connection by toggling the Connection drop down box. 
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	Filter List by Student Attribute 
	Filter List by Student Attribute 
	Student lists are filterable by various student attributes. 
	To filter your student list, select the Add Filters button on the toolbar. 
	Figure
	Select Attributes in the left panel. Click Add Attribute. 
	Figure
	Choose the desired attribute, term, and value (if required). Select Submit. 
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	Progress Surveys 
	Progress Surveys 
	Progress Surveys are questionnaire-style surveys that may be given during critical points in the semester to help identify students that are at risk. If you have a survey to be completed, you will first be notified via email. Upon logging into the Warriorfish, there will be a link at the top of your homepage that reads “Outstanding Surveys”. 
	To complete a survey, check off boxes such as “Poor Attendance” or “No feedback” if the item pertains to the student in question. 
	Figure
	Remember to save and submit each survey. 

	Sharing Direct Links 
	Sharing Direct Links 
	Direct links to share for appointments and profiles are available under the Institutional Profile section. 
	Figure







