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Version 3.1

Purpose

This document provides guidance on setting up your office hours in Starfish, making appointments with
students, and documenting outcomes. It is intended for staff members who will manage a calendar in
Starfish to make, edit, and document student meetings.

Related Resources

For the latest FAQ and tips for using these features, please visit Starfish Help by clicking the Help link
to the right of your profile link on your Starfish Home page.

Browse the help library by navigating through topics on the left-hand side of the screen or use the
search bar at the top of the help library to search for answers to your questions.
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Important Definitions

Appointment: A documented set of details shared between a student and a calendar owner (e.g.
advisor, instructor) about a planned meeting. Students may only schedule appointments in the
future at times the calendar owner designates as available. Calendar owners and calendar managers,
can schedule future appointments, and create appointments to document past meetings.

Appointment Type: Grouping of appointment reasons and activities (i.e., SpeedNotes) that a
common set of roles can add and/or view. Your Starfish administrator will create appointment types
and associated reasons and SpeedNotes that will be available to you based on your role. You may be
able to use appointment types to allow different groups of students to see different office hours on
your calendar.

Calendar attachment (iCal): Attachment to an emailed calendar invitation that allows a user to
accept or decline from his/her email client (e.g., Outlook, Google). iCal is the industry standard to
communicate meeting information between online calendaring software.

Calendar Manager: A Starfish user who can see and edit another user’s Starfish calendar. A calendar
owner can designate his/her own calendar managers by navigating to Profile > Appointment
Preferences. Or, a Starfish Admin can batch upload these relationships.

Calendar Owner: The Starfish user associated with a Starfish calendar. The calendar owner can add
office hours and make appointments with students on his or her calendar. Only users with staff roles
are calendar owners. Students do not own calendars in Starfish.

Group Session: Similar to Office Hours, but more than one student can sign up for this particular
block of time. The Calendar Owner decides how many students can sign up for each Group Session.

Meeting: A documented occurrence of a meeting between a student and a calendar owner (i.e.,
advisor, instructor) that includes details about the outcomes of the meeting. Calendar owners may
designate available times for walk-in meetings, or restrict availability to scheduled appointments
only. Students may only schedule appointments in the future at times the calendar owner
designates as available. Calendar owners and calendar managers, can schedule future
appointments, and create appointments to document past meetings.

Office Hours: Calendar owners can add blocks of time called “Office Hours” to their calendars to
indicate when they are available to meet with students. Calendar owners or calendar managers can
add appointments outside the blocks, but students can only self-schedule within the block. Office
Hours allow students to sign up for individual one-on-one slots within the time parameters entered
by the calendar owner.

Outcomes: Results of a meeting documented on the Outcomes tab of an Appointment in Starfish.

SpeedNotes: Activity codes that provide an easy way for staff to document common outcomes of an
appointment. Specific SpeedNotes are set up by the institution per Appointment Type.
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How Starfish Communicates with your Online Calendar

Starfish supports Two-Way Calendar Communication via email with most online calendars (e.g.,
Microsoft Outlook, Google, Entourage). As illustrated below in figure 1, when an appointment is
scheduled or updated in Starfish, a calendar invitation email (with iCal attachment) is sent to both
parties (the student and the calendar owner) and users can accept or decline in their email client.

iCal attachment
invitation to meeting

External
calendar &
email client

accept/decline from
email client

Figure 1: Two-Way Calendar Communication

This two-way communication about Starfish appointments is automatically available and requires no
additional integration or installation.

Important Note:

If your institution has integrated Starfish with Exchange or Google, you should update your profile to
allow external appointments to be visible in Starfish. Details are provided in the External Calendar

Integration section.

When the Starfish Calendar is updated

Starfish triggers an updated calendar invitation (iCal) to be sent to the calendar owner when a new or
updated block of time is available for student meetings (e.g. when office hours are added).

Both the student and the calendar owner will be sent an iCal when a student appointment is scheduled,
changed, or canceled.

Staff users can modify whether or not they receive these notifications in the Appointment Notifications

section of their Profiles. Starfish highly recommends receiving email notifications for all changes as
illustrated below.

Send me an email with a calendar attachment for every:

#| change to my appointments || change to my Office Hours/Group Sessions

When an invitation is canceled or declined

When you cancel or decline a Starfish invitation from within your external calendar (e.g., Microsoft
Outlook), the cancel/decline is sent to Starfish and is reflected on your Starfish calendar. Note: you
cannot modify Starfish appointments times in your external calendar. Only Accept, Cancel or Decline are
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reflected in Starfish. You must elect to “send a response” when v Accept~
declining in order for Starfish to be notified of the change. ? Tentativei

X Decline -
Users must have calendars that support calendar invitations and iCal Edit the Respense before Sending
attachments, (e.g. Microsoft Outlook or Google Calendar) for this to Send the Response Now
work. Do Mot Send @*Response

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

Imstitutianal Fr

Profile, Appointment Preferences and Email Notifications. Click the

Appaintment Preforonces

profile tab name to edit it. Setup for each tab is described below. SeE

Edit Institutional Profile

PCTITT e PO 4 APPUTNTMENT iSRS VAL MOTFCATIONS

nimen

Yasmin Gold
Lightuge: [ - v]
s At vwrtioes Law) P 2us T Tepe s

Azercute

..... Py 15 morvmts srst ot Phmwr Ve ©)

General Overview

My Hlography

ot | aus

1. Use the “Upload photo” link to add a profile photo. (Your institution may already have added
one).

2. Update any contact information that is not pre-populated.
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If configured by your institution, you can provide an alternate fnastamon M. LEamingsiarienackens. tol

email address in addition to your institutional email for Aliwewghe:.  [yaeia@omal.com

Fraail

Starfish email notifications.
Send my correspondence 1o

Write a description about yourself in the General Overview 1 Ingahuaon Emall (7 Altermzse Emat (& Bom

and My Biography fields.

General Overview

A genarsi massage shoodd go hsre. Tl peopis how you can halp hem Sunng sour offics hours

r of sludents with career decimong, inlernahips
85 well «3

have helped a nuims
Signments and papers

w Cenlar for 14 years. In thal brne

slucents It
and gracuats school
nial="nip.onww.starfizna

curzh | will giacty halp you with a5

SUl M

My Biography

Use s space 10 tell others adout yourselt You can moude your eoucatona background, work arpenance. areas of research and study, or any other mformaton that
WoEd be relevant {0 othars on campus. Stludants a8 more likely 1o r2ach out 20 you If they now 3 Mile aDout you

ol 15 years i moustryy aflor recanving my FHD Mouch of it was wilth e Smithisonian and the US Govemmuant. Al Excellent Unrestzity, | not only taach $sology
courses: Hut | have Been a6 3oMsor 3 the MeGIaw Canter for 14 years

lf.‘Best Practice: This is the information that students see when making an appointment with
you. A photo and personal information helps students put a face to a name and feel more

comfortable reaching out for help.

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.

Verify Basic preferences

1.

INSTITUTIONAL PROFILE APPOINTMENT PREFERENCES EMAIL NOTIFICATIONS

Basics

Please choose your default settings for your ofhica hours biocks, You ¢an change these whenever you ackt a tiogk ot attice nours
Mimimum Appointment length 15 minutss a
Schaduling deadline: ' Nore

5:00 PM g the day before the office hours
9:00 AM : the day of the affice hours

1 houns) batore the offics hours

Allow drop-ins after deadline has passed

Select a value for Minimum Appointment Length. Starfish recommends 15 minutes. This will be
used as the default when you set up new Office Hours. (Your institution settings for specific
appointment reasons may override your selection when a student makes an appointment).
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2. Select a radio button and specify the specific value to 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

Ertar locanons for your meetings with students, Mestings can be in an office, online, over the phone, o anywhers else you |ike

J
TYPe ko

& oy STE A Instroctions

) 2] & ooy

Pheoe 03-555-1186 Thiz phane number is for scheduled appaintments caly,
Office Lancks Hall, Room 1178

2. select the type of ocation, entera )

descriptive name and enter any Add Location

relevant instructions.

* Type Office v
Students will see this information * Name Advising Center Narth Rm 118

when scheduling an appointment for Instructions Sign in at the main des
office hours that have been
designated for this location.

* Required fields

3. Click the Save button.

Repeat this process to add any m m

additional meeting locations.

Use the edit icon (#") to the right of any location in your list to make changes. Use the delete
icon (9) to the right of any location to remove it.

0 Add Location

Type MName « Instructions

Office Advising Center North Rm 118 Sign in at the main desk F 0
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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 Starfish calendar.

1. Click Add Calendar Manager.

Calendar Managers
Sealact peopie 1o manage your calendar. Calendar managers can add and adit your office howrs and schadule and edil sppaintments in your calendsr

€ Add Calendar Manager

Calendar Manager «
Bokma, Laura
Goldfinger, Aunc

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

to populate. nad Calensar Maonaga
, RET E
3. Select a user from the search results and click the —
Submit button. )
Repeat these steps to add more calendar managers.

You may return to this page of your Profile at any time to add or remove calendar managers.

Jordan, Grant giordani@starfishsollege edu gjordan 53#

Use the delete icon (circle with an x) to remove a calendar manager.

Important Note:

Starfish Administrators can also assign calendar Managers. If you are unable to remove a calendar
manager from this area, contact your Starfish Administrator.
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.
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Edit Email Notifications preferences

You can set preferences for email sent to you from Starfish for both Appointments and Tracking
Items (e.g. flags, to-dos and referrals).

Verify Appointment Notification settings

Specify if and when you wish to receive Planning Reminders, Appointment Alerts, and calendar
attachments. Institution defaults will be used if you don’t update these options. Each of these is
described below:

INSTITUTIONAL PROTILE APPOINTMENT PREFERENCES EMAIL NOTIRCATIONS I

NOTE: o you do not recene Starfish email sotificalions when sxpacied, phaass make sure they are nol marked as SPAM.

Appointments Notifications
Do net send appointment noshications on weekends . §

Flanning Reminders S200 ME 3 G20 AN SMER remn0ed ¢ a0h appoiniment
® 34nd 009 amiad reender with 3l sappomtments
GO SEna me an emal rerender
Serd Planning Reminders: 1100 AM E the day of E" the appoimmaents

Appointmenl Alerds Send me an emal 15 g mnites before the sta of an appontment
Send me an #Mad with 3 calendar aRachmant for wrny
VI change 0 my sppiniments (V] changs (o my Ofice Mous/Group Sessions

Read sy imes tram my exdemal Coogle calenasr

snportant In order for this se8ting 10 take affect, you mus? share your privata caieodar ink with Starfisk. Cick hura for furthes instructions,

e 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

lﬁBest Practice: It his highly recommended to keep both calendar attachment options
checked (change to my appointments and change to my Office Hours/Group Sessions). This
ensures that your external calendar (e.g., Outlook, Google, Entourage) receives all of the
latest information from your Starfish calendar.

e Read busy times from my external Google (or Exchange) calendar: If your institution has
enabled integration with Google or Exchange, busy times from your external Google or
Exchange calendar can be displayed in Starfish. Follow the “Click here” link for instructions
to complete your personalized setup.

See the External Calendar Integration section for more details.
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Update Tracking Item Notifications

Your Starfish 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.

Flag Rules
Name Category Description
%] Health Counseling Referral ACADEMIC: REFERRAL Referral to the Health Counseling Office
W Strong Engagement ACADEMIC: KUDOS A kudo for terrific class participation.
(1] ™ icademic Concern - Urgent ACADEMIC: FLAG HIGH level of academic concern.
™ Arrendance Concern ACADEMIC: FLAG Raise this flag for students who have missed 2 or more class
sessions in a row or 3 or more total class sessions in a term.
™ paying for College FINAMCIAL: FLAG Do you have a financial concern that might impact your
ability to stay at the institution?
™ Health Concern S0CIAL: FLAG This student has been exhibiting signs of a health issue.
[ Reserve Assistive Technologies ~ ACADEMIC: TO_DO Disabled students whao require assistive technologies to
romnlere course work or arrend rlaszes should reserve the
© An emergency rule, which means that you will be notified immediately when a tracking item is raised regardless of your notification
preferences.

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. As noted, items marked with the emergency notification icon (&) will be sent when raised
regardless of your settings.

You can also use a combination of both options.

Tracking ltem Notifications

Send me a summary ema! of all tracking item activity:
Datly at |8:00 AM v
v Weekty on Monday ﬁ at 500 AM z}

Send me an immediate emall whenever: an |tem IS raised an tem iscdesred M an ltem is assigned to me

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.

lﬁBest Practice: Combine a daily summary (typically first thing in the morning to ensure it is
inclusive of any system-raised flags that were processed overnight) with an immediate email
when an item is assigned to you.

Save Email Notification preferences

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.
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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 Starfish the Office Hours Setup Wizard will display if you have a role

that can be a calendar owner. Use the wizard to quickly create appointment availability.

1. Complete the fields presented to specify:

o 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 [f relevant, provide Instructions
for students who make
appointments with you.

Office Hours Setup Wizard

¥ your office howrs GonT repeat weekly

Go ahead and get started by adding one tme block for now! You can always add
more later,

1, \What Qiay(s) 0 you hitve office iy

Where are thay

=
Type inanofcs £

Detags

matiuctons

V| Show me iz OfMce Hows Selup Page again nead imea 1 10gin 11 Jont have any Ofcs
Hows

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

A confirmation message will display on the screen.

e To personalize your profile, add locations

Thank you for turning on Office Hours!

and other preference, click Go to
Profile>>

e To add additional office hours, group

sessions, reserved time, or to start

You can complete your profile and preferances by going to your Profile.
Go to Profile==
You can add more blocks or edit your office hours by going to your calendar.

Go to Calendar==

b

adding appointments, click Go to Calendar >>.

Note: If you choose not to complete the wizard now, but want to use it later, check the box

labeled “Show me this Office Hours Setup Page again”, and then click the Close button.

© 2015 Hobsons Inc. | Proprietary and Confidential
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Add Office Hours

4.

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.

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

Home Appointments ¥

C& Add Office Hours |

This opens the Add Office Hour form.

Add Office Hour m m

~

Calendar My Calendar
Title Dr. Gold's Major Advisar
What day(s)? Every Tues. and Thurs, u Repeats every: |1 n weeks)

Repeaton: [ | Mon Tue [ Wed Thu [JFri [J%at []Sun
What time? %00 AM to [11:30 AM

Where? Note: You may select more than one location to give students a choice.
Advising Center North Rm 118
sign in at the front desk

Virtal Cenference Room
Dial 887-000-1444 and use your student ID as the poss code.

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.

Select What day(s)? and indicate any recurrence (e.g. Repeats every 1 week).

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

Important Note:

Once this office hour block is saved, you will not be able to edit the days on which the office hours
occur or the type of frequency (e.g. weekly) but you will be able to edit how often the block recurs
(e.g. 1 week vs. 2 weeks) and the specific times available.

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. To add additional locations options, go to the Appointments Preference page of
your profile.
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Office Hour Type @ Scheduled And Walk-ins
How long? 15 minutes minimum appointment length
15 minutes maximum appointment length
Appeointment Types Select the types of meetings you will have in these office hours.
visin epartmental Overview
Advising[] Dep. 10
O Tutoring

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. If the
minimum and maximum are identical, the student will not be given a choice of duration. Note
that institution settings for specific appointment reasons, may override your settings.

8. If your role has permissions 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:
1) which students can schedule during this time (based on the role that connects you),

2) the appointment reasons shown to students,
3) which SpeedNotes will display, and
4) which roles can view the appointment and its notes.

Note: An appointment type with the recurrence icon (< ) indicates an appointment that
recurs on the same date and time for the duration of the term.

9. Use the Instructions box to enter

. . NSTRUTTIONS BTART/END DATE
instructions to students '

. X . . Thise wil be sent 1o anyene who makes a9 apocintmnent
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.
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Edit or Cancel office hours

Edit or cancel a series of office hours from the Agenda tab in the Appointments section of

Starfish.
L ve  — - B
*I " PO 40040 4
" - Gokd, Yaamin
s @
Meatngs o Today FAemntedty
s T et
o \§5 2
55, Yoy 200 v (_
Mttt
Edit office hours

1. Hover over the office hours menu icon (G) 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.

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

Auailability

i} i Hiowirs

2 DE-15-2017 at 4S5 pm
¥ Aubeising Cermar Borth Bmi B

-(hl.f:: B Carwm  » 8 waliwr

Notes: You cannot edit the days of the week or the nature of the recurrence (e.g. weekly).

You cannot modify the time range for a single occurrence of an office hour. Selecting Edit Office

Hours will modify all occurrences of this set of office hours. To reduce availability within an

office hour block on a specific day, add reserved time to cover the part of the office hours you

want to remove from availability.
Cancel a series of office hours

1. Hover over the office hours icon (C}) next to an office hour
title to open the Office Hours pop up card.

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

Availability

- Office Hours

© 08.1D.2015 at 2:25 pm
9 Advisng Center North Rm 118

O Carxel = | © Walkm

£ Mstthis one

|~ .
= The e‘.lre Series
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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.

l&'Best Practice: include an explanation and provide
guidance on how to reschedule or connect to other
available resources.

Cancel Series Confirmation m m
* Duve
=
e r " o
Moviage
T — e e Bppoe " irg w
PELL LBCceing that TR Puas -

Cancel a single occurrence of an office hour block

Cancel an individual occurrence of an office hour series from the Day tab of your Appointments
section of Starfish. Use the mini calendar on the left to select the desired day.

) Sapiemtar 2015 - ’
L) w T '
1T 2 3 &4 %
4 7 8 9 w0 1 1 Agends Bey
13 14 15 % V@')
A 2102 B M 6
T M B8 X
O M
O M
O A

Fri, 09-18-2015 « »

O OB-18-2015 8t 400 poni
¥ VWua Conference Rnom

s et OcConl =

£ Just the ooe

< Themntre strles

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.

ﬁBest Practice: include an explanation and
provide guidance on how to reschedule or
connect to other available resources.

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

{Im——
Delete Office Hours m m

Do you want to delete this office hours accurrence?

| Pran # S3n by smerpency wes need tn head Dt merdy today vo | wil nat be atie to desp

Our Pating. PVhsisn g0 L0 STarTish add ick 30 awilatin Lme 101 st west

S
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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.

lﬁBest Practice: This feature is particularly useful for advising rush weeks, midterm course
meetings, or other scenarios where you need to hold several different office hour sessions for
students within a week or two.

1. Click the Scheduling Wizard button from your Starfish Home (& YasminGold -
page or Appointments page. '

"6 Reserve Time i # Scheduling Wizard '

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. (You will find additional
descriptions of these fields in the Add Office Hours section).

Note: Any office hour block that does not share these details must be created separately.

The Scheculing Wizard mabes i1 esry for adyisors sod msructees 13 schedule muhbiple office hour blocks dor muhiple deys pngle week Th

15 wsefy| fo= semng up your calendsr for adwising rush percds and other nmes when y ook sececyl blocks of nime for seeing soudent

To get warmed, specfy the tde, locanon and other settings for the office hour blocks you are semng up
Cortinue 10 5tep 2 111 the wizard 1o 3etup the days sod tmes for the week s cf¥ce baurs

Enrer the mformanan shet should be spglied to the office hour Blacks. Note that sl blocts crested in ssep 2 of this wizsrd wik use the

Informadon you specty here

Tithe
Whern?
hrhe 'rv-\,'- <
T pour sohedsed nme
How leng? 3 mrures : mrimum spponcmen length
g madmum sspaimmment lengsh

Appelntmwat Types Selucs the types of sppeintmerts thee can be mats in theye office hours

et mukiple non-recarring sppaintment types tut sk

o Cenersl Advisrg

Imstructiany
These wil be visible to anyone who makes an agpoimment

3. Click the Next button
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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.

ner Ihe art 0ad eadl tme for g aMiie hour iocks for the selenied weel

[+] < [*] : o <

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. Inthe 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.

If you need to schedule more than three blocks on any day, select the “Add Another Block” link
in the column for that day.

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.
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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.

Home Appointments ~ Students ~

(:‘E,Add Office Hours E‘é Add Appointment | f‘é AclelEi Group Session |

This opens the Add Group Session form

e |
Add Group Session m m

A
Title Calculus Workgroup

When? Weekly u Repeats every: |1 u week(s)
Repeat on: Mon [JTue [JWed [JThu [JFri []Sat []Sun
What time? 11:00 AM to |12:00 PM

Where? (®) Advising Center Morth Rm 118
sign in at the front desk

() Virtual Conference Room
Dial 887-000-1444 ond use your student [D os the pass code.

2. Enter aTitle (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 (e.g. Repeats every 1

week).

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

Important Note:

Once the group session is saved, you will not be able to edit the days on which the session occurs
or the type of frequency (e.g. weekly) but you will be able to edit how often the block recurs (e.g. 1
week vs. 2 weeks) and the specific times.

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.
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Reason supplemnental instruction
How many students? 6
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, Note thot the selected reason controls
whether restriction is limited to the same course or section.

INSTRUCTIONS START/END DATE

These will be sent to anyone who makes an appointment

Submit your discussion responses by Friday at noon

m —

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.

Important Note:

The supplemental instruction option is most often used with Tutoring Service Calendars. The
restriction may be either course or course section based (e.g. restricted to Biology 101 students, or
to Biology 101, section 02 students). This depends on options your Starfish administrator set for
the appointment type associated with your group session reason. Contact your Starfish Admin to
learn more about this option.

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.
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Edit or cancel a group session

Existing group sessions will display on your Agenda tab within the Appointments section of

Starfish.

> Gold, Yasmin

-
=

Fowmm e (pen Meetings on 09-21-2015

PP -

o LB
s O oot twe Aot
Catontary | wanage

U ORI T e

B s g

[

¥ Apvwyg Comp wors e L

Mea dniaee oo

Avsllatziny
L R
DI
e s
o 141200
B
A 11 L
Arva iy Abvriy e
- 133
Ny B

vy 1 4w

Edit a group session

1. Hover over the group session icon ('ﬂ') to open the
group session pop up card.

2. Click Edit on the pop up card You can edit the
frequency of recurrence, time of day, location,
reason, number of participants, visibility of students,
instructions and the series start/end date.

S Laicuius Wee kgreup
Cadcudus Workgroup

€ 1314201541 1105 9m PFarticipants
¥ Adunicg Cortwr Nocth B 118
W Sout of 6 5pots v linke
O Suamit your dacussion responses
by Sritay ot oo

Note: You cannot edit the days or the nature of the recurrence (e.g. weekly). Some changes are

prevented after students have signed up.

3. Click the Submit button to save your Edit Group Session form.

Cancel a group session

1. Hover over the group session menu icon (.a..) to open
the group session pop up card.

2. Select Cancel, “The entire series” to cancel all
occurrences of the group session. You will be prompted
to confirm the date from which to cancel the series,
and can add a note that will be included in an email to
those whose sessions are canceled.

3. Click the Submit button to cancel the group session
series.

I Eatcutes Workgraug

@ 08312015 4 1100 am

9 Advisrg Cermer Normd &m 118

W 8 ot of § sputs stz

0 Schmi pour ABCOESOnN MSPOrses
Sy Fridley ot roon

Participanos

& Partipanny s En 0 Outcomes O Coced = Viem

5 pow thea ooe

~ 7
o 'Mn“re series

Cancal Series Confirmation m m
Marepe WS My gty A2 cotehieg Do ot el Dr Lawretor s Maae s
10 157 1R PN SEIDTN MATTING 1ot e
YO0 LT BASE A TVETLAZY 1D DAGTM WET AZFCETIISTTE SapAl g WYY
yru tancehad thee afioe Rour e
Mrsne Acw thet tha A sai ofr ALy Mme sctaewn
)
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Cancel a single occurrence of a group session

You can cancel an individual occurrence of a group session series from the Day tab of the
Appointments section of Starfish. Use the mini calendar on the left to select the desired day.

1. Hover over the edit icon associated with the group session for the selected day (Ea).
Grewp Sener § oue of 63pcts saleble 5 Lorap T e
O 057115« 11C e Partieents
¥ Acvmag Cemaer Sah An 1 1A
9 0 0ur of 8300t nteie
B Ltovt par IO (PEIENSY
o N Otamw » = vaw
: mn'nic ——
2. Select Cancel, “Just this one” from the Group Session pop up card to cancel session for the
selected day.
3. Youwill be prompted to confirm the )
cancellation, and can add a note that will
] ! _ Delete Group Session [ iover maina | sutensr
be included in an email to those whose
. . Do you want to delete this proup session occurrence?
session is canceled.
th agpointments. expla
ﬁBest Practice: include an explanation Cur 'clm.l.v meeting rooen wis fiooded avermght 5o we will not be able 10 meet this
. . wess.|
and provide guidance on how to
reschedule a session or connect to other
available resources.
4. Click the Submit button to delete the _— ==

group session occurrence.
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h Connect

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.

Agenda Day Week Schedule

10:00 am

11:00 am Group Session: 6 out of 6 spots available 8% Manﬁe Participants

12:00 pm

1:00 prn

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 Calculus m m
Workgroup 11:00 am 08.25-2014
PARTICIPANTS OUTCOMES SPEEDNOTES

There are 0 of 0 spobe availatie

Add parvcipast: | mad |l A |
! |
Course: Bames zamie
IO st aAaUTONS 0O
SR 8']
Seasion Participants « T Emal Course Todla
Al parBicipant; | Barnen Jares u ?
|
LCiomrse: falact 3 Courg n 237

Repeat this process for each student you want to add.
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To remove a participant, click the delete icon (ﬂ) associated with the student’s name under

the Tools column.

|
| Manage Session Participants for Calculus m =
| Workgroup 11:00 am 05142015
Participany Dutrzrees
| Trern are 5 of 6 apets svenese
Ad) particngant vl aov |
Courte
Samen fadioen . Erat Coune Tose
Borned [aree OISt st TN Com Wo Course 9
b

3. When you are finished with your participant updates, click the Submit button to save your

changes.

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.

Home Appointments - Students -

(& Add Office Hours || £ Add Appointment || 4% Add Group Session || # Scheduling Wizard | s Reserveﬂﬂme ||

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”

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

Calendar My Calendar
checkbox to indicate a weekly
recurrence, and select the end date Description |Class Prep
for the block using the date picker iien 08-25-2014 [  |9:00AM too3oam |
provided. Repeat Weekly Until 12-15-2014 =

3. Click the Submit button to add the

erve Time

Res

eseruna | suni

reserved time to your calendar.
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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.

Calendar owners and their designated calendar managers can add appointments wherever they choose

with a few exceptions:

e You cannot overlap a reserved time: If you use the Reserve Time feature to block time on
your calendar, you will not be able to add an appointment in the time occupied by the
reserved time without first removing the reserved time from your calendar.

e You cannot overlap a group session: you cannot add an individual appointment that
overlaps with a group session previously added to on your calendar.

e You cannot overlap an external hold: If your Starfish calendar is integrated with an external
calendar via Exchange or Google integration, you will find “External Holds” on your calendar.

These represent items that exist on your other calendar (Outlook or Google). You will not be
able to add appointments that conflict with external holds 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:
e C(Click the Add Appointment button from your Home or Appointments page.

e C(lick the sign up icon (0) for an existing office hour slot using the Day or Week view of your
calendar on the Appointments page.

Appom!menl Tools « 0 Add Office Hours
L} August 2014 = »
S M T W T F S AGENDA DAY WEEK SCHEDULE
v 2 Tue, 08-26-2014 ¢ >
3 4 86 6 7 8 9|5 =
0 1 12 13 14 15 16| -

Calendar Manager
Appointment Types 2.

11.00 AM
All Appointments ﬂ
] Avaitable Only
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This opens the Add Appointment form

Add Appointment m Fiessd

SCHEDULING DUICOMES SPELDNOTES

Calendar Ny Calencar

o Lok gg Search (W ACDO s Abtarms
. Whan - 3”_'"‘»"'_”. y Detaibed Desycnption
* Whare 'ﬁumm? . J.h
* Reasoa
Course
Enter & datahed Jes21phan S00ut the appontmant This &= dewadh
Shamng & Shared Procste Sy YOU anvd i siodert with wham the appoerimant s made
i L 1n Fleane sHect 3 raazon o S0 who dixe (an odw s shared sopominernt
* Requreafeios

e |t

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.

Important Note:

Each reason is tied to an appointment type. Each appointment type defines which roles may
view or modify an appointment of this type, and what SpeedNotes will be available. Once you
choose a reason, information about which other roles have permission to see the appointment
will be shown in the section labeled Permissions ( @ Permissions:),

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

@Best Practice: This is optional but recommended to set expectations for the meeting.

9. Click the Submit button to schedule the meeting.

Add Appaintment
SCHE R G CUTCONE § SPEIDNITES
Cadascar W Cannds
* DAL 00
* Ve 8360 C 20 m ma=m
* WhErE At Catde Modh fiss 1T
* Rogson  Pre-legakanes
Conrss Vb Coune
SharRE @ Shaea  Prve
& e

@ Parmary At

. Maguied el

PR Paoghe Witk 100 M0OWOF (06 My DI 2090 10 503 DS AP0 B ey R & (e SRRSO Wil e Sdantd)

= Sams

L Ll Mg

Enter 3 detaded 2enanizion 3agt I STpoiniTiTe This is wewatie
Dy 10U N0 D ST00 W W4 TG 000NN B IMOTe

e

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

Home  Appointments =
Appaintment Toos € | (@ Add Ofice Hours | £ Add Appomtment
« August2014 v »
S'M T W T F S AGENDA DAY WEEK SCHEDULE
T 3
& Tue, 08-26-2014 < »
3 4 5 5 ? 3 9 09:00 AM P
10 1 12 13 14 15 16 © D Gokr's Advising Hoars
2 3 : 1
17 18 19 20 21 22 23 a2 s nit, o0& (9:30 am)
24 25 26 271 28 20 30 IR : -
O Clickio sy up
3 .
10,00 AM © Clickto signup
© Clickto signup
Calendar Manager © Click 1o sign up
Appointment Types ~ O Clickto wign up
1189 AN © Ciick 10 sign up
Al Appointments v}
I Available O“" o Chcx 1o sipgn up v
g - ; !

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

and Recent Changes channel.

£l Sywew drowpmmerrt

Velcome Back

Bezare Ouanges

Yow |48 vy [+ ]

B T Ao T L e AR JTI A 210

W Grobe Sooson Updeier Carxins W 91407

PR ann T o bl O i)

- Coww . .

=7 Toey 408 o
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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.

- - Dwn i Tew Faaicr Scmachomd by W B
o BB Scdnm o 00 pv Kave | Bongiete Wenduna Yuren Goz Yaurwen Go Asvary Cemw e R |
% 13973004 et 020 am Povom.. s Abg et Yatrdh Uae aren Cund N e
» - 02 SR tian AN NOE . e ey Yorw Cuz Vuré Gt Wa Conlwruncn Moo
e £ OBIRETtA N A0 My PR, | Dlers Scoes aw  Yasrin Gec Sa Tater Gioer . oo 122 My
R ST Y O fovrw O M) Com e e |

% R 0205704 of X270 WM

Cotmtrtpimt s (s & Mok o pns Jors D The GOMMG WY G0N P e e DT v Bna0n ) (o T B Mg by 1

It Dot S0 S PN gms ST GO €8 DOrpns ot T8 T (Mt & mih ] o (08 0 0 O T Xt 10
P0G 12 Pvatgen 2 Yore focbis work mbet e Wit s Doon 13 mee 4 e cokd e eI Eaeey o Thesa.

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

cCale
Yow have an appoirtment with Yasmin Gold on 872672084 230 AM EDT
Fequeed  joestaris

Wien Tueacda

Lot wlion Ap i Civrler Math R 11

Hi Joe, -
Please fmd below detmbs to the appomiment that has been scheduled

Scheduled By: Yamnm Gold

Meeting With: Yasmm Gold and Joe Studem

Diate: 8262014 930 AMEDT

Location: Advising Center North Fm 118 (sign m st the front desk)

Reason for Meeting: Pre-registration

Instructioms: Walk-ins should sign m to the Kiosk and wait to be called.
Description: Let's take a look at your plans for the comdng term and make suse you
aren't overboading with courses that all requere heavy @ person requaremednis

Modify scheduling details of an appointment

1.

Hover over the Appointment icon (E ) associated
with an appointment to open the pop up card and
make updates. The appointment is available from

DETAILS FUEON INVG

@ on 03-26-2018 ¢ 330 am
9 Advriieg Cartwr Norsh Bm 118

s New Appaintment: s loe OB26-2014 o 300 w11

your calendar, the Appointments or Recent Changes
channels on your Home page, or from the student
folder Meetings tab.

From the Appointments pop up card you can edit the

O Lo 18 3 )08 3 your pland M the Coseng Tem
203 make pare you pren overigading weh courses
Tt ok feLITE Iway I et reti srments

O Ouees 4 Far © Cancel View

scheduling details of an upcoming appointment and add or edit outcome details. If configured

on your Starfish system, you may be able to use SpeedNotes to document common outcomes.

You can also cancel an appointment from this menu.
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2. Select Edit from the Appointment pop up card to bring up the Scheduling tab of the Edit
Appointment form. From here, you can edit appointment scheduling details including:

e  When and Where the meeting will occur.

e The Reason associated with the meeting.

Note: This may impact who else can view the meeting, and which SpeedNotes will be
available for documenting outcomes.

e The Course associated with the appointment. (optional)

e The Sharing setting for the meeting. Select private if only you, your calendar manager and
the student should see this meeting. A shared meeting will be visible to those with a role
that has access to the appointment type and a relationship to the student. These roles are
noted in the Permissions section of the form (@ Permissions:),

o Detailed Description that is shared with the student and documented on the Meetings tab
of the student folder (optional but recommended).

HEE e
Edit Appointment m m

SCHEDULING QUTCOMES SPEEDNOTES

Calendar Ny Calenay
LR -

* Vimen 22012 B | 1000 AN 8110 15 Al Delailed Descrption

* Vimere Adwsing Cantise North Rm 118

* Reasoa  Pre-fagiatranon

Course NG Course
Enter a detaled description about e appoinmmaent This is vewable
Shanng (@ Snarea Privae by you Snd e stedent with whom e appoimimeant e made
ﬂ Perminsions: People with the lobowing roles may De able 10 sae s sppointmsn If ey have & retafionahip with Pe stedearis)
® Primary 24500

*  Required felds

oy g | b

3. Click the Submit button to save changes.

An updated iCalendar (iCal) attachment will be emailed to the student. The calendar owner will
also receive the updated iCal if the calendar owner’s email notificaitons preferences are set to
notify when changes are made to an existing appointment (recommended).
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Document outcomes from a meeting
1. Hover over the Appointment icon (ﬂ) associated with an appointment.

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

EEEEEE—EEEEE————————."
Edit Appointment m m

SCHEDULING OUTCORES SPEEDNOTES

Date 08-26-204 @ 1030 10 | 10.49 A
Anendance | Stugent messaa appointment

Comments | [yac

halenges with being on Empus more than J days 3 wesk, and how this ImMpects cholces &
o myesbgale 3 more flasibie work scheduie weh hia beas to see it he coulo Tor

Commeants are nodes 30eul e appoiniment, wewabie only by yosi 3nd ofer peopie with whom 18 appeintment I8 shared
These notes can be edited only by you befcre or afler the appointment for record-keeping purposes

Emall V] Send 3 copy of nole 1o student

a Permissons: People wih the lobowing roles muay e atiée to see this appcintment If ey have a relatonship with the studert’s
® Primaty Advisor

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”.
Note: Depending on your institution’s settings, this may trigger an email to the student.

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.

Your updates will be available in the student folder on the Meetings tab for this appointment.
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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. SCHEDULING ~ OUTCOMES SPﬁDNDTES

Edit Appointment

If the selected appointment type has no SpeedNotes
associated with it, the tab contents will be blank.

Important Note:

The reason selected for your appointment on the Scheduling tab is connected to an
appointment type, and that appointment type determines which SpeedNotes are displayed. If
you don’t see the SpeedNotes you were expecting, you may need to select a different reason
or check with your Starfish administrator.

1. Hover over the Appointment icon ( -'551) 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 m m

SCREDULING OUTCOMES SFEEDROTES

Check off the topecs BISCHSSed and ACTRLIES COMMalad i this meetng,

Changs Major | Complete Intake Form
Complets Acaaemc Plan Maor Selecion

v Timé Managemant Strategies
Dagres Auan Rewsw Geaduation Plan

Drop Classen |, Registragon Planning
Foll Winargwal tor Tesm

CIen

5. Click the Submit button to save your updates.
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Cancel an appointment

1. Hover over the appointment menu icon (-ﬁ) associated with an appointment to bring up the
Appointment pop up card.

The Appointment pop up card is available from your calendar, the Appointments or Recent
Changes channels on your Home page, or from the student folder Meetings tab.

You can also edit an existing appointment from this menu.

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).

lﬁBest Practice: include an explanation for the cancellation, and provide guidance on how to
reschedule or connect to other available resources.

Cancel Appointment
Are you sure you want to cancel your 10:00 am appointment with Joe Student?

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

Joe,

| apologize for the short notice. | must unexpectedly travel for a family emergency and will be
out for the rest of the week. | would be happy to reschedule with you next week, but if you
want to meet with someone this week, please reach out to Dr. Kumpf. You will find herin

your Success Metwork. |

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

The calendar owner will also receive the iCal for the cancellation if the calendar owner’s email
notifications preferences are set to notify when changes are made to an existing appointment
(recommended).

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.
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Appointments

0]

Next 15 days

Reserved Time Staff Meeting: Tomorrow at 8:00 am

Student, Joe: 09-02-2014 at 11:30 am Pre-registration
Loiﬁn Virtual Conference Room

Or from the appointment on your calendar

Agwta Gwy Wesn Tehetule

() Srsrved Terw S0 Mewtrg PO vl

Q000 COCOR

Tue, (32620% « +

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

meetings for this student.

oe Student

x
-y e e S PN Py 1004 P B wnap e SN yE— Bee T e
A v Owe/ Tree Semzery ey wey Lxeear
2 I} 042313 # 506 v Campus WoRdanal Ve Sois Tauren Sala Aeing Comat horm &%
[
LT L r& 0 eI kW em PYE g v Yarre: Gsd S Ol Advay Taw Nt Py
Aepamrwey
Burcriyiien: ey e 4 ok o our FRTE Hr S SATINE Sl et S U PR YRRy wAY T e St o resa e
- - ey 7 e et
- ey Cornewert: 0w oy TR TP PTE TN T v 2 Vel e b 1 rRgents Dholons T B Eaeeg e
Wy-cn-v'\-mgvtmmimnv«'ﬁcmwvvv(«norw -
O — ! ASAtTer TepTrTon Nen g T Veugeert e e
5 Seaet: 500 oy BG4
- Bt onis 0 s 4 e e mpErEce e Got TEwvr Gokt wrw Lavweres by & tersom
- LS JUTTTIT RS S
By e v nas b4y pn St g ey ) Yuame Okt aderey Cote navh B - «a

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.
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The icons to the left of each meeting in the list provide additional information or available
actions related to the meeting:

Click the expand icon to the left of any appointment listed to view additional details
about the meeting. For example the Description that was included when the
appointment was created, any Comments entered on the Outcomes tab and any
Activities that were checked off on the SpeedNotes tab.

-li:".l Hover over the appointment icon to update the appointment.

e
15 If the student was marked as a no show on the Qutcomes tab, the missed
appointment icon will be displayed instead of the standard appointment icon.

] If the appointment presents information from an external system, the historical
appointment icon will displayed. This type of meeting cannot be edited. External
meeting will only exist if your institution has imported meeting outcomes from another
system (e.g. tutortrac).

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 Add
Filters button.

Home  Appointments = | Stdenats -

OVERVIEW MY STUDENTS TRACKING
) ."a.;! “0 Referral o) To-Do Yo Kudos s Success Fan A Send )."?SS:JQE = Mom -
Search Connection Term Cohort Additional Filrers
- ESST T e
)
) Hame Emal Phons mobsle
(] (703)5551212 é
SFI165861
(|| _Sn & s 0y (7035551212
SFI172910
(] B (7025551212
£3177539
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Students in the filter criteria area to

Select whether you want to filter to

Select Meetings from the filter options on the left and check the box to the left of the word

make this filter active.

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.

Additional Filters

™ Tiacking hems

°

& Cohone & Relationships

#  Success Plans

~

Students

@ Wha have hadscheaused meelings
Who have not had'scheduied mestngs

Appontment Type ! Frecogistrabon n
Resson
Uaton 08-11.2014 E‘o 09-12.2014 E o

4. Click the Submit button activate your filter

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

filter criteria.

Home Appointments -

Students -

Search for Students Q

Services = Admin

Search

OVERVIEW MY STUDENTS TRACKING
IF8 Flag | | =g Referral | | 3@ To-Do | | ¥ Kudos | | fg Success Plan = More =

Connection

Term Cohort Additional Filters

|8tudent Name,

Aty st.... 4 | Active

O Name

Bl

Student, Joe
004456789

| F'ageoﬁ |

um%

Email Phone

joestar@starfishcollege.edu 55...

| — Total items selected: 0 Displaying Students 1 -1 of 1

Click the Clear Filters button (E) to remove your filter, or click the Edit Filters button to modify

your filter criteria.

Note: Canceled appointments will not be included in the filter results for students that have
had/scheduled an appointment, but scheduled appointments where the student was marked as

a no show will be included.
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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

If you are designated as a calendar manager for someone else, when ‘ August 2014 = ’
you reach your Starfish Calendar on the Appointments page, you will g U U W U FE
. . - 12
find a list of calendars you have permission to manage under the s 4 s s 7 8
Calendars | Manage heading in the Calendar Manager section on the W TR B W T T
left of the page, beneath the small monthly calendar. 17 18 19 20 21 22 23
24 25 26 27 28 20 30
You can filter the calendars displayed by appointment type and/or 31
by individual users’ calendars:
Calendar Manager
e Use the Appointment Types filter to limit the view to calendar ————
owners who have office hours of the selected types. e — v
[] Available Only
e Check /uncheck the boxes associated with each name under the
Calendars | Manage heading to limit which calendars are Calendars | Manage
. Deselect All Select All
displayed. 7
To make it easier to m
L. . Appounimeant Toos . B At Offce Haurs & Add Appontmeit 48 Add Geoup Sea 2 Fasafee Tone Setud
distinguish among v o
calendars,eachname = w 1w 7 ¢ ACENDA DAY WEDK  SCHEDULS
is displayed initsown . : O 5 e L 09 R0 ),
4 “ e 3 aaivd " Hame 100 am 1000 am N am 1200 g 100 pn 200 2m 1
color. The colorof the =~ = = ™ " 00000000 A
_ o R I e £000
name in the listing MWD MW
matches the color ==
used to display Calendar Manager
appointments on the  fevermmtinme
. AL Appanimarnts E
main calendar. aitibre Oty

2

Calendars | Manme

&
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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
|II

you manage a large number of calendars the “Select al
in the schedule view.

calendars option will only be available

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

“ o“;

Close the Quick Reference pop up using the “x “in the top right corner.

Make and update appointments for others

fyou are a calendar manager for thers, vou

will have additional calendar selections when
adding an appointment to the calendar.

Add Appointment

SCHEDULING OUTCOMES SPEEDNOTES
On the Add Appointment form, you will find a
drop down selector in the Calendar field Calendar
listing those individuals for whom you have wwim |1 Calendar

o Starfish, Sue
the calendar manager permission. A

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.

If you elect to add appointments, office hours, group sessions or Calendar Manager
reserved time from your Appointments page, individuals who are not Apaintinest Types
checked in the Calendars | Manage section will not be listed as options it 4psuiniments

— | fwlahin Cinly

¥

in the drop down box for Calendar on the “Add” forms. "

Cadendars | Manage
4 Al =

|3

Important Note:

Once the appointment, office hour block, group session or reserve time is created, you cannot
modify the person whose calendar it belongs to (i.e. you cannot move it to another person’s
calendar by selecting another calendar).
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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’ Starfish 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.

With Starfish’s adapter installed, Starfish will poll your external calendaring system for shared calendars,
and then display the free/busy information from those shared calendars on the corresponding Starfish

user’s calendar.

Poll for shared
calendars

Starfish

Starfish Exchange or
Google Adapter

External
Calendar
Push free/busy to

display on
calendars

=xternal
Calendar
appointments

Figure 2: External Calendar Integration
In order for your external calendar’s information to be available to the Starfish adapter, you must set up
your Email Notification/ Appointment Notification preferences as described below.
Configure integration in your profile

Select the Email Notifications tab from your Profile menu.

IFHEEIAIE el i Click tovims sroadivoor profile,

If either Google or Exchange integration has been enabled on your
Starfish system, just above the Tracking Item Notifications heading

Appaintment Preforonces

Email Metifications

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.
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Set your profile to read busy times from Google

Read busy times from my external Google calendar

Important: In order for this setting to take effect, you must share your private calendar link with Starfish. Click here for further instructions.

After you check the “Ready busy times” box in the Appointment Notifications section of your
profile, you must paste your personalized Google Calendar private link into the text box
provided. You can use the “Click here” link to find these instructions:

To get your Google Calendar private link:

1. Open your Google Calendar and click =
. Calendar o
on the drop down menu icon to the Disphay only this Calendar
right of the calendar you want to m Calendarsetingy
share Create event on s calendar
: = ALgust 2014 Share this Calendar
S WNT-W-F F ) i et
2. Select the Calendar Settings option 1 Reminders-ana notiications
3 4 65 6 7 8
10 11 12 13 14 15 --.-.
17 18 18 20 21 22
24 2(26l2r 28 23 ..m..';‘
R e
111
* My calendars Choose Custom color
W Yasmén Gold @ com

3. Scroll down to the Private Address heading and click the ICAL button to get your private URL.

Private Reset Private URLs
Address: This is tA_brivate address far this calendar. Don't share this address with others unless you want
Learn more them to see all the events on this calendar.

4. Copy the Private URL provided by Google and paste it into the Google Calendar private link field
in your profile’s Email Notifications > Appointment Notifications section.

Private Address

Please use the following address to access your caiendar from other applications, You can copy and paste this into
any calendar product that supports the ICal format.

DS AWAW GO00IE CONERIENAATCEPSTAMENCONNEC MeA00mas COMmvp Opan lkin e tab [7/vasi st

oK Cpen link in new werdow

Cpen link in incognito window

Save link m

Copy Aok sddress

Prrtel

Inipect tement

5. Be sure to click the Submit button on your Profile > Email Notifications tab to save changes.
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Set your profile to read busy times from Exchange

you must share your calendar
with this email address

Read busy times from my external Exchange calendar
Important: In order for this setting to take effect, you must share your calendar with starfish@thisu.edu . Click here for further instructions.

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.

External holds will be respected when a calendar

The title on the calendar does not include the hyperlink

76| Staff Meeting (9:00 am)
to the student folder. ’ I

When you hover over the appointment menu icon (%) | 4o Student. Joe (11:30 am) |

the External Hold card is displayed rather than the
Starfish Appointment card. -

As noted on the External Hold card, this NAL HOLD MENU x

item is editable only in the external (T
calendar. You cannot edit or cancel this | Time: 09-24-2014 from 9:00 am -

meeting from within Starfish. ‘ 11:00 am
' Name: Staff Meeting

owner or manager is adding an appointment or other ‘ Note: Editable via external calendar

reserved time to the calendar.

Time will show as unavailable and appointments will not be able to be added over external holds.
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Document Version History

\ Version Description of updates Date of update \
2.0 Refined to include newest screens and additional options | 9/10/14
added in the summer of 2014.
2.01 Updated Student Folder image (meetings tab) with 08/14/15
updated student folder layout
3.0 Updated to reflect hover vs. click on many items and new | 9/18/15
icons for appointments, office hours, group sessions
3.1 Updated information about related resources. 10/20/16
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