2.5ta rfish

retention solutions.. Getting Started Guide

Instructors & Advisors

Version 2.0

Welcome to Starfish®

Starfish gives you a convenient way to keep track of your students — raising flags when you observe a
pattern of behavior that concerns you, ensuring that the people on campus who can intervene are
aware. It also allows your students to easily book an appointment with you or someone else who can
help.

Getting started is easy. Accessible through your LMS or your SIS System, Starfish will automatically
display all students that you have been assigned or are enrolled in your courses. From there, you can
begin raising flags about students, review flags that have been raised about your students, and provide
additional information

This guide highlights the steps for completing four common tasks in Starfish:

Raise a flag on one of your students
Respond to a Progress Survey for students in your courses
Set up Office Hours

el

Setup your profile to help students connect with you

That's it. Simple for you. Empowering for your students.
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Raise a Flag on one of your students

When you have a concern with a particular student, raise a flag to communicate your observations.

1. Click on the Students _ p ) i

navigation item to see your Home Appointments « { Students »] Services - Admin

list of students.

MY STUDENTS TRACKING Z00M IN ATTENDANCE

2. Find the desired student by _

searching for their name Z] RaiseFlay @|Refer [ CreateToDo % AddKudo [ Success Plan

Search: rachel lands Go | Connection: Academic Advisor | v

3. Click on the student’s name

to bring up the student’s 0| name 2l

- - - -

folder. Note: Anywhere you ] &5 ands 5achel zsafavian@starfishsolutions.com

see a student’s name as a

link it will take you to his or

her folder.

Rachel Lands
Student ID rlands4 296 Institution Email rlands@starfishsollege.edu
lick he Add: FI

4. c ic on t e A . F ag Cell Phone 512-695-6257

option. A list of flags that

can be raised and viewed by Add: 5 {D @] Referral ] To-Do 7% Kudo [ Plan ] ic Plan [ Message . M

you |S dISp|ayed OYERY INFD PLANS COURSES TRACKING MEETINGS NOTES NETWOR
5. Select the appropriate flag, .

from the drop down list, =

Hever Mind Save

enter comments in the
Comment box, then click the d
Save button

+ Tracking Ttem

Comment

The appropriate individuals will be
automatically notified.

Course Context

it | | Permissions: A trackir

@

| [

E] Assignments/Projects A
Your instructor has indicated that you have earmed
low scores on assignments or projects. Please see
ywour instructor to discuss how you can improve your
grade,

E] consistently Late to Class
Raise this flag if a student is alygays late to class.
*Disclosable under FERPA

E] Low Grade Concern
Student achieves consistently Poor Grades on
Quizzes or Exams.

] No Show in 1st Week
The student was scheduled to begin attending
classes this week, but did not attend.
*Disclosable under FERPA

=] poor Class Participation

Raise this flag when the student has poor class
participation.

*Disclosable under FERPA
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Respond to a Progress Survey for students in your courses

Flags can also be raised by submitting a progress survey. You will receive an email reminder when there

is a new survey for you to complete. Each individual survey presents you the roster of students for one

course.

1. Select the linkto a
progress survey from your
Starfish Dashboard (or
select Students from the
top navigation, then click
the Progress Survey tab).

Home

) Add Office Hours |3 Add Appointment o Add Group Session

@ System Announcement:
Welcome to Starfish!

Appointments » Students -+ Services v Admin

£ Scheduling Wizard

Search for students 2

18 Record Attendance

E5; Outstanding Progress Surveys@crobmloq (BIOL220.102.01): Test Surve} Mictobiology (BIOL220.109.01): Test Surve

Your progress survey
opens, listing your student
roster for the course, and

MY STUDENTS TRACKING ZOOM IN

SpeCiﬁC ﬂagS for you to Survey: Microbiology (BIOL220,108.01):Test Sur v
consider.
nope
. S h: |1 Gi
2. Check the boxes to raise earen: | 7ame g
concerns about students Name « No Feadback
89 parley, Cedric L 4

in your course.

EB Gilmnore, Lexy L 4
. . S Hand, s L

3. Click the Submit button =
. &3 Kim, Micki A
when you are finished - p
! @3 Lands, Rachel L
providing feedback. (Use I I — v
Save Draft to save your 8 singh, ved 7

ATTENDANCE

assignments/Projects @

r

C i M |

ana

PROGRESS SURVEYS

a Save Draft Hever Mind

Good Work Kudo
r

Oooajgoano

work without submitting.
Note: Once you have
submitted the survey you
will not have an
opportunity to edit it.

Starfish will raise the flags you selected.

Note: You may be asked to submit more than one course survey if more than one of your courses has

been included in the survey plan for your institution. They will be listed in the drop-down menu on the

Progress Surveys tab.
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Setup Your First Office Hours Block

The first time you log in to Starfish, Starfish will provide a ‘wizard’ to walk you through setting up your
office hours, which enables students to schedule time with you. If you do not wish to complete the
wizard just yet, check the box labeled “Show me this Office Hours Setup Page again next time | login if |
don’t have any Office Hours”, and then click the Close button.

If your office hours are different week to week, follow the link shown with “If your office hours don’t
repeat weekly, click here”.

If your office hours recur: Office Hours Setup Wizard

If your office hours don't repeat weekly, click here,

1. Indicate the day(s) you hold
office hours by checking the Go ahead and get started by adding one time block for now! You can

always add more later.
boxes for each day of the week. ¥

1. What day(s) do you have office hours?
2. Specify the start and end time FM T Cw CTCFCs [s
for the day(s).
2. What time are your office hours?
3. Set the location of the office

. Enter Start Tirr| to |Enter End Time
hours. You will be able to setup

multiple office hour locations in 3. Where are they?

your profile later. Enter details Type: in 2n office v

such as bu“ding’ room number Details: Enter an office location

or phone number. You can also Instructions: Knock once and enter

enter special instructions such as

a phone conference code. W show me this Office Hours Setup Page again next time I'login if I don't have

any Office Hours
4. Click the Set up Office Hours

button.
Close Set up Office Hours

To setup additional office hours or make any changes, click Appointments at the top of any page. Here
you will find links to Add Office Hours, Add Appointment and Add Group Session.

Use the Scheduling Wizard to map out your availability for an entire week or the entire term.

Home Appui%ments ¥ Students + Services + Admin

) Add Office Hours ¢ Add Appointment # Add Group Session "" Rezerve Time : 4 Scheduling Wizard
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Setup your Profile
Some of your profile, such as your contact information, is imported from your LMS or SIS. You have the
ability to edit other parts of your profile, such as your biography.

1. Click on your name in the Top Navigation bar.

Institutional Profile

Appointment Preferences

2. Edit your contact information and select the email address Email Notifications
where Starfish notifications should be sent

3. Upload a photo to help
students put a face to your
name:

a. Click the Upload

Never Mind Save

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

Yasmin Gold

H Login ygold Institution email:  zsafavian@starfishsolutions.com
Photo link. : :
hor = Altemate id@starfishsolutions.com Facebook and Mobile Users
Pl .351- ygo
b. Browse for a photo e TRl e v

Cel -555-;

on your desktop o:mg; Lt Send my correspondence to
Vide:

(JPG, GIF, or PNG). e, insiitikion eméil @ akemate emall @ both
Time zone: (GMT-05:00) Eastern Time i

c. Click the Upload
Display all time zones
Now button.
4. Provide information about
yourself. This information
A general message should go here. Tell people how you can help them during your office hours.

will appear to students 1 wekcome stugents to my ffice. Tve been wEh the McGaW Center for 14 year, I that tme I have heped a numbar of students wih carser decsons
internships, and graduate school selection, among other things. Of coursa, | wil gladly help you with assgnments and papers as well. <a

Who can make href="http://www.starfshsolibions.com”>Learn more about me! </a>
appointments with you in
Starfish. Use this space to tell ot

information that would

bout yourself. Y reas of research and study, or any other
evant to of y w a fittle about you.

1 spent 15 years in Industry after receiing my PHD. Much of & was wih the Smithsonan and the US Govemment. At Excelient Unaversity, 1 not only teach

Biology courses, but 1 have been an adyisor at the McGraw Center for 14 years.

5. Click the Save button to
save your updates. Note Mewer Mind | Szwe |
that each tab within the l{b
Profile has its own Save
button. Be sure to save
changes on each tab.
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Frequently Asked questions
How do | cancel my office hours for one week?

| Bal)
To modify or cancel existing Office Hours select the calendar icon “I& icon associated with the Office Hours.
To cancel the series, select the Office Hours on the Agenda view of your calendar and select Cancel Series. To
cancel a single occurrence within the series, find the set of hours on the day(s) desired on your calendar, and

click cancel occurrence.

My Office Hours
OFFICE HOURS MENU [} I

@  or. Gold's Advising Times:
Tue & Thu 2-1040 Edit Office Hours
Office Hour: c | Seri
Mon, \Wed, Fri 8-7PM Lancel Series

Lancel Occurrence
OFFICE HOURS MENU [x]

Edit Office Hours Title: Office Hour L
Time: 01-27-2014 from 6:00 prm -
7:00 pm

Cancel Series

Title: Office Hour

Time: 01-24-2014 from Fri 1-4FM
Location: Anders Hall, Room 301
Instructions: Flease check-in
through the Kiosk at the front desk
with your 10 card,

How do | get more detail on a student?

Anytime you see a student’s name as a hyperlink (e.g. in your student list, on an appointment or in a progress

survey) this hyperlink takes you to the student’s folder.

Upcoming Appointments

"'é Lands Rac?el: 01-28-2014 at 2215 am
Anders Halk_ftoom 201

How do | change how and when | am emailed by Starfish?

Starfish will email you a calendar appointment for each appointment you have, and a summary of flag activity
for your students. You can change the details of when you receive these notifications by clicking Profile, and

navigating to the Email Notifications tab.

INSTITUTIOMAL PROFILE APPOINTMENT PREFEREMCES EMAIL NOTIFICATIONS

NOTE: If you do not receive Starfish email notifications when expected, please make sure they are not marked as SPAM. Check the 5PAM folder in your email client and
whitelist Starfish emails if this is the case.
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