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Student Services
Home
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Important Dates retention solutions. |

VStudent Lingo
Starfish Early Alert . ) —
> = What is Starfish?
Contact Us

v

Identifies at-risk students in real time, pinpoints areas of concern, and connects them with resources such as

advising, tutoring, and more!

v

Starfish helps institutions individualize support for students and assess which services and interventions are

worling

* » Access Starfish Early Alert HERE

) How does Starfish support student success?
LJ Resources- Training Materials



Home Screen

The home screen is the first page you see when you first log into Starfish Enterprise &l You can navigate to other screens from this

page.

(i) System Announcement: Coming Spring 2016- Hobsans Starfish Ed Planning and Early Alert.

Starfish provides a simple and efficient way for peaple on campus to schedule time with one another; whether that time is face-to-face,
over the phone, or even online. All you have fo do fo get up and running in Starfish is complete the information on the right, which lets
people know when you will be available during the term. Then others on campus will be able to schedule appointments with you
electronically. It's that easv!

onceyer Y OU can also set your office hours so students know when
ncldeth - they can find you.

A well-connected campus is a better campus, so start using Starfish now!

Office Hours Setup Wizard
Ifyour office hours don't repeat weekly, click here.

help | logout

Institutional Profile

Appointment Preferences

Email Notifications

Go ahead and get started by adding one time block for now! You can always add more [at®#

1. What day(s) do you have office hours?

UM UT Bw T LF LIS s

2. What time are your office hours?

| v |

3. Where are they?

Type ‘ inan office

Details | |

Instructions ‘ ‘

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

E Set up Office Hours

The Institutional Profile tab
allows for you to:

e enter your contact
information

e share information about
yourself with the campus
community

e set appointment

preferences

e set email notification
preferences

e et tracking item
notifications




FAM Appointment Scheduling

You are currently logged in as Tselane Caldwell (tcaldwell726).

Appointments ~ Services Search for Students

Institutional Profile

Institutional Profile Email Notifications

Appointment Preferences

Appointment Preferences

Email Notifications

Basics

Please choose your default seftings for your office hours blocks. You can change these whenever you add a block of office hours.

Minimum Appointment length 15 minutes
Scheduling deadline: ® None
5:00 pm the day before the office hours
9:00 am the day of the office hours
1 hour(s) before the office hours
| Allow drop-ins after deadline has passed 1 . CI iCk On d rop down bOX
My Locations 2. Select Appointment
Enter locations for your meetings with s* =etings can be in an office, online, over the phone, or anywhere else you like. P references
© Add Location 3. Include Minimum
Type Natis Instructions Appointment Length
Office SSC-412 Check in at front desk 4 Add Location (Office) &




You are currently logged in as Tselane Caldwell (tcaldwell726).

G;:}Ofﬂce Hours %Appointment %Group Session %Event / Scheduling Wizard @eResewe Time || & Record Attendance

0 System Announcemen elcome

Click on appointment button

Appointments - Recent Changes
Show |Next 7 days B% | Show |AilActivity v| Changed in | Past 2

A Elijah: Today at 9:00 am General visit 5 New Appointment: B Kahleya: Today at 10:00 am

Location: SSC-412
A . Elijah: Today at 9:30 am FAM Program New Appointment: AL Elijah: Today at 9:30 am

LIEEDAME 22 D New Appointment: 4 Elijah: Today at 9:00 am
5 B Kahleya: Today at 10:00 am FAM Program

Location: SSC-412 * New Kudos: A Jae: Keep Up the Good Work: Today

* New Kudos: A Abibat: Keep Up the Good Work: Today

EVIE!W Calendar



e ¥
Add Appointment m m

Scheduling

- With Detailed Description

Enter a detailed description about the
intment. This is viewable by you and the
student with whonj the appointment is made.

* People in ® Active terms . All terms

¥ Student

Agbomabiweon, Abibat e

* When aagbomabiwon618@insite.4cd.edu Select Student from drop down box
1386618

* Where
Austin, Elijah
* Reason eaustin398@insite 4cd edu

Course 1575398

* Sharing Bonilla, Anissa
abonilla0790@ insite. dcd.edu

1590790

| ﬂ Permissions: P nt.
. Braggs, Kahleya

kbraggs840@insite. 4cd. edu
1477840

Brown, Candice
chrown721@insite 4ed edu
1296721

Burton, Taynay ~




Add Appointment

Scheduling Outcomes
~With
* Peoplein ® Active terms All terms
% Student Austin, Elijah
* When 08-24-2016 am to [11:00 am
* Where SSC-412
* Reason

Course FAM Program

. Missed Appointment

* Sharing

| ﬂ Permissions: P

* Required fields

Student Crientation

Transfer and Career Services
Course add / withdrawal
Course tuforing

Discuss grades

Discuss prior course work
General visit

Review exam or quiz

Detailed Description

Enter a detailed description about the
appointment. This is viewable by you and the
student with whom the appointment is made.




Add Appointment
Scheduling Outcomes SpeedNotes
...... W |th
* Peoplein ® Active terms L All terms
% Student Austin, Elijah

Detailed Description

Enter a detailed description about the
appointment. This is viewable by you and the
student with whom the appointment is made.

* When

* Where

#* Reason
Course

* Sharing

08242016 10:30 am to [11:00 am

55C-412

FAM Program

Mo Course

No Course

Accelrtd Rdng/Wrtng/Cricl Tnkg (ENGL-095-1403-2016FA)

More...

Select course

® Umoja
® CalWORKs Office

a Permissions: People with the following roles may be able to see this appointment if they t.':ave a relationship with the studeni(s):
® Student Retention Office
@® Situdent Services Support
® Transfer Academy

* Required fields




R —

Add Appointment m m

Scheduling Outcomes SpeedNotes
~With Detailed Description
* People | ® Active terms ) All terms Enter a detailed description about the
eopiein ' ' appointment. This is viewable by you and the
* Student Austin, Elijah student with whom the appointment is made.
E Be sure to type in here to put a general
notation here for records
* When 08-24-2016 10:30am | to|n:
* Where 55C-412
* Reason FAM Program =
Course Accelrtd Rdng/Wring/Cricl Tnkg (ENGL-095-1403-2016FA) =
% Sharing ® Shared ) Private
a Permissions: People with the following roles may be able to see this appointment if they have a relationship with the student(s):
® Student Retention Office
® Student Services Support
® Transfer Academy
® Umoja
® CalWORKs Office
More...




Add Appointment m m

Scheduling Outcomes SpeedNotes

Check off the topics discussed and activities completed in this meeting.

Instructor

L Deliver (FAM) Always select FAM L Dont Settle (FAM)
L Design (FAM) Program along with L Dream (FAM)

) Disarm (FAM) E:If;r’grt‘i’;i:’““e ) EAM Program <:
L Discover (FAM)




Add Appoig

Scheduling

4 ﬁmee

Attendance

Email

Comments

SpeedNotes
Today | 10:30 am to | 11:00 am
| Student missed appointment Do not EMAIL a copy to student as sensitive information may be included in

this case note

|| Send a copy of note to student

Comments are notes about the appointment, viewable only by you and other people with whom the appointment is shared. These notes can be

* edited only by you before or after the appointment for rec Drd-keeping puUrposes.

Remember to type in a summary of encounter here

® Umoja

More...

* a Permissions: People with the following roles may be able to see this appointment if they have a relationship with the student(s):
® Student Retention Office

® Student Services Support
® Transfer Academy

® CalWORKs Office




.

ADDING GROUP SESSIONS



) System An ncement: Welcome to Sta

Staff Dashboard

Sta . . " ; i
Dashboard C})Oﬁ’lceHnurs %Appmntmen ‘%GrnupSessmn %Event # Scheduling Wizard

OQF&esen.re Time

ﬂ Appointments

a Recent Changes
Dashboard

_ , Show | All Activity
Flags I'm Managing Experimental - E

Flag Mame Mo recentchanges

Changed in | Past 24 hours u

vll Name =

Mo students are flagged

My
Success
MNetwork

Courses

B

Success
Flans

Degree
Planner

D

History -
J;i Copyright @ 2008-2016, Starfish Retention Solutions, Inc. U.5. Patent Mo. 8,472 862. Additional Patents Pending.




Add Group Session Never Mind m !

#® Title Group Session

* When? Once u Date: 12-12-2016
* What time? 9:00 am to [10:00 am

* Where? & 554418

* Reason Tutoring u

* How many students? 2

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 that the selected reason controls whether
restriction is limited to the same course or section.

Instructions Start/End Date

These will be sentto anyone wha makes an appoaintment.

¥ Required fields MNever Mind




Students - Services Search for Students help | logout

) December 2016~ ' Gb[:rl’ﬁce Hours H %Appointment | ‘ %Gr{:up Session H ‘%Event || E:‘,Reserve Time H/ Scheduling Wizard |

s M T W T F S
27 28 29 30 1 2 3

4 5 6 7 8 9 10 Agenda Day Week

11 12 13 14 15 (16 17 Time Scale ® 5day (0 7 day 12-11-2016 to 12-17-2016 4 P
18 19 20 21 22 23 24 Mon 1212 Tue 1213 Wed 12114 Thu 12115 Fri 1216
25 26 27 28 29 30 A 8:00 am =

Group Session

8:00 am Group Session: 2 out of 2 spots available
&% \ianage Participants

1:00 pm



1 December 2016 = Cbomce Hours H Appomtment | | %Gmup Session H Event H Reserve Time H/ Scheduling Wizard |

S M T W T F S

27 28 29 30 1 2 3

4 5 &5 7 & g 10 Agenda Day Week

1 12 13 14 15 16 17 Time Scale ® 5day () 7 day 12-11-2016 to 12-17-2016 4 P
18 19 20 21 22 23 24 Mon 1212 Tue 12/13 Wed 1214 Thu 1215 Fri 12/16

25 26 27 28 29 30 3 8:00 am

v Group Session

9:00 am ELUE Group Session

i & 1

30 @ 12-12-2016 at9:00 am Participants
. ¥ S554-418

% 2 outof2 spots available

10:00 am
N \
11:00 am & Participants H Edit ‘ ‘0 Cancel | |ﬂ View |
12:00 pm

1:00 pm



Manage Session Participants for Group
Session 9:00 am 12-12-2016

Participants

There are 2 of 2 spots available.

Add participant: [1100730
Course: Gomez, Maribel
mgomez@losmedanos.edu
1100730
Session Paricipans = ETTAT

There are no participants currently

*¥* Required fields

ColuTse Tools




Manage Session Participants for Group -
Session 9:00 am 12-12-2016 vever wind | |

Participants Cutcomes SpeedMotes

There are 0 of 2 spots available. Session Full! -
Add participant: |

Course: Select a Course
Session Participants « Email Course Tools
zomez, Maribel mgomez@losmedanos.edu Mo Course (%]
K G @insite 4cd.edu Mo Course (x|

¥ Required fields Never Mind m




Manage Session Participants for Group Session 9:00 am
Mewver Mind m
12-12-2016
Participants Cutcomes SpeedNotes
Time 9 8:00 am to [10:00 am

Participant Comments
Gomez, Maribel || Student missed session

< [ Student missed session

Session Sharing @ Shared Private

ﬂ Permissions: People with the following roles may be able to see this group session if they have a relationship with the student(s):
® Financial Aid Staff

Instructor

Student Services Support

HSIISTEM

HOMORS

More...

* Required fields Never Mind m




Manage Session Participants for Group Session

- |
9:00 am 12-12-2016 Hever Mind m

Participants Outcomes SpeedNotes

Check off the topics discussed and activities completed in this meeting.

Academic Advising
|| Academic status concerns || Reqgistration for classes
|| Completed degree audit || Transfer credit review

[_] Discussion of academic goals

Counseling
|| Addressed time management || Discussed study skills
|| Adjustment to college |_| Learning disability

[_] Balancing academic goals and life goals

Other
[_| Discussion of career goals [_] Review of campus resources
[_] Family concerns [_| Transpaortation issues

|_| Financial aid process

Session Sharing ™ Shared Private

ﬂ Permissions: People with the following roles may be able to see this group sessian if they have a relationship with the
student(s):

@& Financial Aid Staff
Instructor

Student Services Support
HSI'STEM

HOMORS

Maore...

* Required fields Never Mind m




December 2016~
M T W T
28 29 30 1

5 & T 8

12 g13 14 15

20 21 22
26 27 28 29

9
16
23
30

]
5
3
10
17
24
Ehl

Students -

‘ Q)Dl’ﬁce Hours H %Appointment | | I%G-r{:up Session H ‘%Event || E:',Reserve Time ||/ Scheduling Wizard ‘

Agenda Day Week

Mon 12/12

Tue 1213 Wed 12/14

Time Scale & 5 day
Thu 12/15

Search for Students

) T day

help | logout

12-11-2016 to 12-17-2016 4 »
Fri 1216

8:00 am

Group Session

5:00 am Group Session: 0 out of 2 spots available
- &8% Manage Participants

*Group session will
appear in your
T

Outlook Calendar

A BB = g

11:00 am

1:00 pm




.

DELETING GROUP SESSIONS



help | logout

1 December o ¥

s M T W T F 8§
27T 28 29 30 1 2 3

4 5 5 7 & g 10 Agenda Day Week
1 12 13 14 15 16 17 Time Scale ® 5day () 7day 12-11-2016 to 12-17-2016 4 »
18 19 20 21 22 23 24 Mon 1212 Tue 12113 Wed 1214 Thu 1215 Fri 1216
25 26 27 2B 28 30 A 8:00 am -
Today '

Group Session

5:00 am Group Session: 0 out of 2 spots available
5 ﬁr\.ﬂanage Participants

10:00 am

= \] J

1:00 pm




Students ~ Services Search for Students help | logout

1 D ber 2016« ¥ N
| seember ‘ @oomce Hours || %Appaintment ‘ ‘ %Gmup Session || ‘%Event || E:‘,Reserve Time ||/ Scheduling Wizard

s M T W T F 8
27 28 29 0 1 2 3

4 5 5 7 5 g 10 Agenda Day Week
11 12 13 14 15 16 17 Time Scale ® 5day () 7 day 12-11-2016 to 12-17-2016 4 »
18 19 20 21 22 23 24 Mon 12112 Tue 1213 Wed 1214 Thu 12/15 Fri 12116
25 28 27 28 20 30 3 8:00 am .

v Group Session

9:00 am wiuup Session
30 @ 12-12-2016 at 9:00 am Participants
: ¢ S554-418 .
) & 0outof2 spots available Gomez, Maribe!
10:00 am
11:00 am & Participants Hf’ Edit Hﬁ Out{:omesl‘ © cancel | B View |
: 1
H
12:00 pm

1:00 pm



.

ADDING MULTIPLE OFFICE HOURS



fficement: Welcome to Starfish- Fall 2016

R Gb{)l’ﬁ{:e Hours H I%Appointment H %Gmup Session H %Event H/ Scheduling Wizard H C},Reserve Time |

ﬂ Appointments a Recent Changes —

Dashboard ) : Show | Al Activity [ v| Changed in |Past24 hours g
Flags I'm Managing Experimental n_
Group Session Updates: Group Session (Canceled): 12-12-2016

'II Name = Flag Mame Participants: 2 added. 2 removed Today
Messages Mo students are flagged

i

JITTR

My
Success
Netwark

T A
B :::0
25§

Courses

B

Success
Flans

Degree
Flanner

D
History N
{1 Copyright @ 2008-2016, Starfish Retention Solutions, Inc. U.5. Patent No. 8 472 862. Additional Patents Pending.



Add Office Hours

Title

What day(s)?

What time?

Where?

Office hours Type &

How long?

Appointment Types

* Reguired fields

Instructions Start/End Date

These will be sent to anyone who makes an appointment.

Brentwood Campus

Weekly n Repeats every 1 nweek(s]
Repeat on: ¥ Mon Tue ¥ Wed Thu I Fri Sat Sun
3:00 pm to | 4:00 pm

¥ 554-418

Scheduled Appointments Only =

Only take scheduled appointments

30 minutes = minimum appointment length

30 minutes = maximum appointment length

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

#| Counseling Appointment Missed Appointment
Student Events

Never Mind




Appointments ~ Students ~« Services Search for Students

! December Office Hours || E‘%Appnintment | | %Gmup Session || %Event || E:;',Resewe Time ||/ Scheduling Wizard
s M T W T F 5
1 2 3
s 5 6 7 8|90 e Day
1M1 12 13 14 15 16 17 Time Scale ® 5day 7 day 12-11-2016 to 12-17-2016 <« »
18 19 20 24 22 23 24 Mon 1212 Tue 1213 Wed 12/14 Thu 1215 Fri 1216
25 26 27 28 2% 30 M *
1:00 pm
Today
2:00 pm

3:00 pm
Brentwood Campus (O] Breniwood Campus Brentwood Campus

© Add © Add
© sad © rdd
© Add © Add

segem © sdd © sdd

5:00 pm

5:00 pm

7:00 pm




Add Appointment Never Mind m

Scheduling
| o With Detailed Description
. . Enter a detailed description about the
& i Active terms All terms
People in © O : appointment. This is viewable by you and the

* Ptudent Select a person... = student with whom the appointment is made.
% [When 01-18-2017 3:00 pm to [3:30 pm
* Where Select a location. .. =
* |Reason

Course
#* [Sharing (@) Shared () Private

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

* Required fields Never Mind




January 2017 = [ @, Office Hours ] [ %Appﬂmtmeni ] [ ﬁGroup Session [ @ Event E:'}Resewe Time ] [7 Scheduling Wizard
S M T W T F S
1 2 3 4 5 6 7
8 9 10 11 12 13 14 Agenda Day Week
15 16 17 18 13 20 21 Time Scale @ 5day ()7 day 01-22-2017 to 01-28-2017 4 »

22 23 24 25 26 27 28 Mon 1723 W et Wed 1125 Thu 1126 Fri 127
29 30 M 1 2 3 4 :

45 Office Hours (D] Office Hours Office Hours

3:00 pm © Add (%) Gomez. Maribel (3:00 pm) © Add

15 © Add QO Add

© add Q add ©Q add

45 O Add O Add © Add
4:00 pm
5:00 pm
6:00 pm
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DELETING OFFICE HOURS




danuary 2017 ~ [ q,Oﬁil:e Hours 1 [ %Appﬂmtment ] [ %Group Session [ %Eu&nt ]

E:'}Resewe Time ] [7 Scheduling Wizard ]

S M T W T F §
12 3 4 5 &8 7

8 9 10 11 12 13 14 Agenda Day
15 16 17 18 19 20 24 Time Scale @ 5day ()7 day 01-22-2017 to 01-28-2017 4 »
22 23 24 25 26 27 28 Mon 1723 W et Wed 1125 Thu 1126 Fri 127

25 30 3

Office Hours Office Hours
3:00 pm © Add (%) Gomez. Maribel (3:00 pm) © Add
© Add © Add
© Add © Add Q Add
© Add © Add © Add
4:00 pm

5:00 pm

6:00 pm



January 2017 *
T W T F
i 4 5 8
o 11 12 13
17 18 19 20
24 25 26 27
31 2 3
7 8
Today

5

| C‘ Office Hours || Appmntment | | %Gmup Session || ‘%Event || Reserve Time ||/ Scheduling Wizard
-
Agenda Day Week
Time Scale @ 5day ' 7 day 01-29-2017 to 02-04-2017 < »
Mon 1/30 Tue 1/31 Wed 211 Thu 2/2 Fri2/3
4 -
2:00 pmi
3:00
em 9 0 o
© 2dd iy : © Add © Add
© 2ad © add © ~dd
- © 20d| © 01-30-2017 5t 3:00 pm Participants © Add @ sad
4:00 pm
© noq| ¥ 554418 © Add Q 2dd
5:00 pm
| # Edit
6:00 pm £ The entire series
7:00 pm

8:00 pm
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