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Profile Setup
Upon entering Starfish for the first time, the image below is likely what you will see displayed. If not,

justclickont he ndha mie thedupper right hand corner and then select institutional

profile == to access your profile.

Institutional Profile

The first tab ~, === =
displayed is the - =y

Institutional Profile.

Here you can update

the information you ==
~]
wish to display to B

students within

SEAMISN. MAKE SUME oo oot e e o et e e e e
you update your title
as your role in

Starfish will display by default if you do not have a title entered in Starfish.






-

Appointment Preferences

Basics - f you decide to set [y

up your office hours for

students to see in Starfish,

and you allow them to book

appointments with you :
through Starfish, this is -

where you begin to specify

how those appointments

will be controlled.

Integeation 10

My Locations - You will need to create at least one location to present an appointment calendar

through Starfish. Click on Add Location and enter the information you wish to display to students.

Calendar Managers - A Calendar Manager is another person that you will allow to manage your
calendar. This person will be able to add and cancel appointments as well as add notes/outcomes.
You can manually add a Calendar Manager through this form.



Email Notifications

This form allows you to select how and when you will receive notifications for Appointments, and

Tracking Items. All these notifications will be for items that are also displayed within Starfish.

Profile ppoi Email Notifications

NOTE: If you do not receive Starfish email notifications when expected, please make sure they are not marked as SPAM._ Check the SPAM folder in your email client and whitelist Starfish emails if this is the case.

Appointments Notifications

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 Remindzrs: | 2.00 am u the day of u the sopaintments

Appointmant Alerts: Zend me zn emal | 18 u minutes before the start of 2n appointment

Send me an email with 2 calendar attachment for every:

# change to my appointments ¥ change to my Office Hours/Group Sessions.

Summary Emails

Send me 2 summary email of all racking item and appaintment aotivity
“ Daity at [200am |

Weekly on | Monday u 2t @00 2m =

Tracking Item Notifications

Send me an immediate email whenever an item is raised an item is cleared ¥ an item is assigned to me

fou may ba notified of tracking items raisad for the following rules created by the administrator. Note that for rules with emergency notifications, your personal

P will be overriddan and you will always ba notified immadiately when a tracking item is raisad for that rule.
Flag Rules
Name Categary Description
] |ntarnationsl Student Center Refarral ACADEMIC: REFERRAL Use this to refer an Infemational Student to the Office of Intemational Education for assistance with matters that may afiect their Visa status
) Library Referra ACADEMIC: REFERRAL Use this to refer a student to the Library to build research compatency and infarmation fiteracy skills.
™ Atendance Conczm ACADEMIC: FLAG Raise this when a student isn't sttending class regularly.
] Career Center Referral ACADEI Use this to refer a student to the Caresr Canter for guidance with career pathways, fransfer options, and job sseking skills.
™ o Show ACADE Use this fiag to incicats that 5 student has never atiended your clzss.
© ™ Ugent - Raise Your Grade ACADEMIC: FLAG Raise this when a studant i in danger of falling = course.
9 yissing/Late Assignments - Third Oggasion ACADEMIC: FLAG Raise this flag when you've alrady sesn = student twice 1o ISCUSS Missing or late 3ssignments and it is contnuing to be an issu2 you's ike to escalste to Early Alert Counseling
#] Tutoring Referral ACADEMIC: REFERRAL Use this o refer a studant to the Leaming Resource Canter for tutoring sarvices

Anytime you wish to exit a screen without committing any of the changes you have

(depending on the screen it will be one or the other.)

made, si mpl y cl i clft-handeorner¥rs eil re ctt h e& N mpezad
you do want to commit your changes/ updat

es,

Mi ndé.

y



Finding Your Students

1. Select 6Studentsdéd from the top navigation
2. Under Connection, select the relationship you have with the students you need to work with.
3. If you desire to filter this group down to a specific cohort, you may use this drop down

4. You can use additional filters to narrow your search even further

My Students || Tracking Attandance Prograss Surveys

7o | [ prerers | [ Fprocon | [ PySumsessien | [ erssgs | [ B ot | [ Dourions /

B [ s e = T e
ity st
Name Email  [nstructor Phane Call Phone
aze Asams igazgPrimary Counselor e i .
Test5438 | Test History of the United States.
David Bertoio Testpapg) TEST-HISTBI7A-71541-TEST_TERM M1
st et Come Additional Filters e | Y )
Cody Cortaz Testsasq TEST_COMM-36-71001-TEST 1111127111 —
=0 T
Rogelio Finok Tastazg 5% -CRIV-B1-71058-TEST_TERM 111111 W Traciing e Cohort u
e 13t ERM Term Fitiar I
T BN T S
g - Connestion Home Camgus. -
St ininisiads e oty
e Socon
R e - ot
R e—— e
. ESET . i
Teneos
s S ot e
=
stoLons P ——— R
==
Amy Maldonade: Test0250@rhisdossnotexistedy 11111111
="
- R e
==
Ty e e
Tesons
sankiss N ——— et
e L. Rl e e | i |
. T s e
R —— R s
Tt pen e
E——— i i
Tremaine Zazueta Test1267@thisdoesnotexist edy 111111 1111111 e

| Poge | ofert| | & Totaltems setectec: 0 Oispiaying Stucerts 120 0720




5. Finally, you can Add €

Filters to reduce this Additional Fiers =
pOpU|at|On even further ™ Tracking ltiems & Add Attribute /
Cohorts & Relationships Attribute Value
6. When you cho| oo -
; Mestings Care Students u * Assigned to Student Q
- A erm Mot Assigned to Student
Filterso on R Tem @_A——_ 4 e

above, you will see tis f .

window displayed.

7. Clickono At t ri but
bottom left

8. Click O0Add A
From the dropdown
select the attribute you
would like to filter on

© This filter only returns students for whom you have permissions to view attribute data.

* Required fields Clear All Filters m m

Do not wuse the oTermé drop down on this |scree

for a specific term. All attributes are current condition on the student.

10.Most attributes are either true/false type (e.g. a student is either a First-Year student or not) or a
type of a string (e.g. a student has a Meta Majorof o6 Busi ness6) .
a. If the attribute is atruef/falsetype, t hen s eldectto G6SAsusdiegmted i f you
WI TH the att tAssuitgene dantdo 6Noudent 6 i f you wan
attribute.
b. If the attribute is a string type, then under Specific Value select or enter the value you desire
such as Of@ Mea Majers s 6



Always remember that Starfish will be in the state you left it in the last time you used the

tool. If you log into Starfish and do not see the students you are expecting, make sure

you are on the correct tab and that you clear your filters.

My Students ﬂl“ Attendance

™, Flag || g Referral || ¥yTo-Do *eKudos I‘I@Success Plan || &% Message [%Note

Search Connection Term Cohort

Student Name, Username, or ID All My Students n Active

Name Email Phone

Additional Filters (V]

v difiters | % |

Cell Phone




Raise a Flag, Send a Referral , Send a To Do, Send a Kudo

Raising Tracking Items a.k.a. Flag, Referral, or Kudo

- Single Student

Tracking Items include Flag, Referral, ToDo, Kudo. Flags are issues or concerns and may be raised

either by the system automatically based on configurations your administrators have made or

manually by faculty and/or other members of the completion team. Tracking items can be raised on a

single student or multiple students all at once.

Raising a tracking item on a single student can be done in several ways as shown below.

1. From the My Students tab you

can mouse over
name to reveal the info box
where you can raise a Flag,
send a Kudo or a Message, or
pl ace Not e

a on

Starfish record.

student s name
window you are able to raise a
Flag, send a

Referral/Kudo/Message, add a

Note or create an Appointment.

Name

& Test5435
Lo11-111-1111

™ Flag | | % Kudos

t My Students Tracking Attendance
®%Flag || #gReferral || BpTo-Do || ¥pKudos || FigSuccess Plan || % Message || [EgNote
Search Connection Term

Student Name, Username, or 1D [cHDv-B21-30815-201230 B [Active

& TestS425@thizdoesnotexist.edu

Email

= Message

E%Nute

an

™ Flag

%) Referral

& Overview

- Success Plans
™= Courses

™ Tracking

ez Meetings

@ Notes

I Network

# Kudos

Student Information

v
v
v

v
v
v
v
v
v
v
v
v

Alternatively, you may click on the BN oETaRS 1qllig]

¥ Message [%Note E%Appointment

Bog Status: No Application since 2/21/2018

Student Possesses a Comprehensive ED Plan

Current Term Enrolled Units: 3

English Placement: ENGLB1A

Financial Aid FAFSA: No FAFSA

Matriculation Assessment: True

Matriculation Counseling: True

Meta Major: STEM

Priority Registration Start Date: 2017-11-28 08:00 AM

Upcoming Summer Enrolled Units (99 if no registration has occurred): 0
Upcoming Fall Enrolled Units (39 if no registration has occurred): 0

Upcoming Spring Enrolled Units (39 if no registration has occurred): 99




3. You Can also Send a My lents racking Attendance Progress Surveys
Flag , Referral , To_ Do’ '-oFlag '%Rere'ra % Kudos %Sucoass Flan | | &5 Message E; Mote | |&% Downlgad
Search Connection

Kudo , M essag eoradda Student Name, Usemame, or ID Bl [test_HsTairaTisatTEST TERM
Note directly from the p— Emei

Hazel Adams Test5435@thisdoesnotexist. edu
Test5435
My Students tab. Select = i} _
David Bertolo 2st2 456@thisdoesnotexist. 2du
. . Test2456
the student by clicking v () CorCas Sests30 @ isdoesnoteris acy
Test5480
1 Rogelio Finok Test4TH6@thisdoesnotexist. edu
in the box to the left of Booelof
A John Garcia Testi280@thisdoesnotexist. edu
the studeand 0 Teste250
Eddie Heine Test1062@thisdoesnotexist. edu
H H Test1882
then ClICkIng On the Robert Johnson Test4284@thisdoesnotexist. adu
. . Test4284
action you wish to take Eranic Jones TestT084@1hisdossnotexist edu
TestT0G4
Henry La e Test1384@thisd texist. e
(eg Flag’ Referral etC) Tesr;1,.’3(3:\\'r\er‘3= 5t 54 sdoesnotesist. edu
Jairo Lewis Test? 584(@thisdoesnotexist. adu
TestT554
Jake Lowe Testt 454 @thisdoesnotexist. edu
Tests454
Amy Maldonado Testd250@thisdoesnotexist. edu
Testd250
Elisabeth Mccay Testl3h4@thisdoasnotexist. edu

Test0854



Raising a Flag

1. Once you have the Flag window

open, select the type of flag you want

from the dropdown.

2. If applicable select the Course
Context. This is important if the
flag is related to a specific
course.

3. Add any additional comments you
wish to convey to the student.
The comment box may contain a
template set of questions to
complete. If so please follow
these guidelines.

4 Click 6Savebd

Note that once you select the flag
you wish to raise the permissions
are displayed in the blue box at
the bottom of this window. Click
0 Muoseeahg rest of the
permissions that have been

on

configured to see this tracking
item.

Raise Flag for Joan Smith

s [N

* Flag |Seiecf a Flag...

Course Context Select a Course...

Comment

Add comments indicating why the Flag item is being created.

ge

| ﬂ Permissions: A tracking item must be selected to determine the sharing permissions |

* Required fields

]

Raise Flag for Joan Smith

% Flag Academic Performance Concern
* Course Context

* Comment

Child Growth/Dev Birth-Adolesc (CHDV-B21-30815-201830)

Add comments indicating why the Flag item is being created.

]| N

me

a relationship with the student(s):
® General Counselor/Advisor

Pathway Faculty

Pathway Leader

Primary Counselor/Advisor

Student Affairs Leadership

More...

ﬂ Student View: The student can view this item and the notes entered above.

ﬂ Permissions: People with the following roles may be able to see this tracking item if they have

* Reauired fields
arfish-ops/student/students.html#

v R




Sending a Referral

1. From the dropdown select
the type of Referral you
would like to send

2. Select the Course Context
from the dropdown

3. Add any additional
comments. The comment
box may contain a template
set of questions to complete.
If so please follow these
guidelines.

4. If applicable enter the Due
Date

* Referral

Course Context

Comment

Create Referral for Smith, Joan “

| & Permissions: A tracki

)

=+

=+

=+

=+

Academic Support Services Prescription

Sends a referral with a prescribed list of services and currently
this is configured specifically for ENG-B53 but can be used for
others

Financial Aid Referral
Use this to refer a student to the financial aid office.

General Academic Support Services Prescription
Sends a referral with a prescribed list of services

Tutoring Referral
Use this to refer a student to tutoring services.

Use Faculty Office Hours Referral
Use this to refer a student to use faculty office hours

* Required fields

]

Review the Permissions at the bottom of the window

Click 6Savebd

and the item is not cleared.

ltems with due dates will result in a reminder email to the student if the due date passes




Create aTo -Do

1. Select the type of To-Do you
wish to send to the student
Select the Course Context
Add any additional
comments

4. If the To-Do allows it, enter
the due date
Review the Permissions

Click 6Savebd

14

v N

Create To-Do for Smith, Joan

* To-Do

(@ Attend the Extend the Classroom Math
Use this to-do to recommend the student visit the Extend the
Classroom Math for ACDV B72

Course Context
Comment

& Follow Up with Professor
Use this to-do after initial contact with professor.

| ﬂ Permissions: A tracking item must be selected to determine the sharing permissions |

¥ Required fields

and the item is not cleared.

ltems with due dates will result in a reminder email to the student if the due date passes

Send a Kudo
1. Select the Kudo you would

like to send

Select the Course Context
Enter any additional
comments

Review the permissions

Click 6Savebd

Create Kudos for Smith, Joan

* Kudos

% Good job on your assignment.
Raise this kudo for students who submitted a good assignment.

Course Context
Comment
W Thank you for your regular class attendance!

Raise this kudo for students who regularly attend class.

W Your GPA s improving. Keep up the good work!
Raise this kudo for students who have shown an improvement in
GPA.

W Your grades are improving in class. Keep up the good work!
Raise this kudo for students who are showing improvement in
the class through an increase in grades.

| Q Permissions: A tracking item must be selected to determine the sharing permissions |

s

* Required fields




Flag, Referral, or Kudo Multiple Students at Once

In similar fashion to a single student, multiple students can be flagged by clicking the box next to their

names the My Students tab.

My St
-
% Flag

Search

Student Ni

Name

4 Tracking Attendance Progress Surveys
FyReferral | | W Kudos | | P Success Pian Message | | [ Note || &3 Download
© = © 9 ©
Connection Term
fame, Usemame, or iD B [tesT_HisTa17A71541TEST_TERM u Ative
Emall
Hazel Adsms Test5435@hisdoesnatexist.edu
Test5435
David Bertgio Test2466@thisdoesnatexist.edu
Test2456
Cody Cortez Testb460@¢hisdoesnatexist.edu
Test5460
Rogelio Fingk Test4785@hisdoesnotexist.edu
Test4786
John Garcia Testf260@:hisdoesnotexist.edu
Test5260
Eddie Heine Test082@hisdossnotexist.edu
Test1852
Robert Johnson Test4264@hisdoesnotexist.edu
Test4254
Erank Jones TestT084@hisdoesnatexist.edu
Test7064

Phone
M-111-1111

M-111-1111

M-111-1111

M1-111-1111

M-111-1111

M-111-1111

M-111-1111

M-111-1111

In this same way you may send a Referral, To-Do Kudo, or a Message. You may also

pl ace a note onrds. he studentsodo reco




Clearing Flags

There are several ways to clear a flag.

On the Tracking
tab you will see
flags displayed.
You can click
on the flag icon
to begin the
process.

By clicking on the flag icon, you will see a new window displayed as shown below.


















