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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.

Getting started is easy. Accessible through your existing systems (often your Learning Management or
Student Information system) Starfish will automatically display all students that you have been assigned
or are enrolled in your courses.

ADD LOG IN INFORMATION FOR YOUR INSTITUTION HERE

From there, you can raise flags about students, review flags that have been raised about your students,
and provide additional information.

This guide highlights the steps for completing 3 common tasks in Starfish EARLY ALERT:

1. SetUP YOUI Profile. ... e e e e as 2
2. Respond to a Progress Survey for students in your COUrSEes .......cceevvecciiieireeeeeeecccnnnnen, 3
3. Raise a Flag on one of your StUAENTS ......eeiieiiiicciiiieeiee et e 4
Frequently ASKed qQUESTIONS......ciii i e e e e e e e e e e e e e eanrre e e e e e e e e ennnns 5
How do | get more detail on a stUdent? .......cooiiiiiiice e e 5
How do | change how | am emailed by Starfish?..........cooociiiiieiiiic e, 5
Where can | find information about flags raised on my students? ........cccccvvvieiiiiiieeccciiee e, 5
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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 and select the
Institutional Profile tab. T

Email Meotifications

2. Edit your Institutional Profile Email Notifications

Phone and  over ing | submit

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

Alternate Yasmin Gold .......
Email address

Login Page Default Login Page

Login: yasminG Email: yasr edu

if you would
like Starfish
to send email

Alternate schmidt_patty@hotmail com

Phone | 703-555-1212
Email

mobile Users @

mobile Send my correspondence to:

Video
Phone

y L -
Upload Photo
Q j Time zone (GMT-05:00) Eastern Time

[] Display all time zones

your = S

institution

() Institution Email (7 Alternate Email @) Both

to an address

in addition to

email.

Select the Both radio button to receive email at both accounts.

3. Double check that the Time zone selected matches your time zone. This time zone will be used
when including appointment times in emails from Starfish.

4. Help students put a face to your name by clicking the Upload Photo link beneath the existing
photo or photo placeholder.

Browse to a photo file (.jpg, .png, or .gif), and then click the Upload Now button to update your
photo.

5. Click the Submit button to save your changes.
Notes:
You may find the following Starfish Two Minute Tips helpful:

e Update your Starfish Profile

e Update how you are emailed about Flags
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Respond to a Progress Survey for students in your courses

You will receive an email reminder when there is a new survey for you to complete. Each individual
survey presents a student roster for one course section on whom you can raise flags.

1. Select the progress survey *! Home Appointments ~ Students ~ Senvices Search for Students
link on your Starfish Home (& Add Office Hours || &5 Add Appointment | %% Add Group Session || # Scheduling Wizard
page to gO the PTOEI'ESS ¢ Outstanding Progress Surveys: Basic Composition I'ENGL111.04.2014031&{1-1\-:‘t-3rm Results Survey, more...

Surveys tab. (only visible
when you have active surveys).

T h e S e | e Ct e d S u rvey Overview My Students Tracking Attendance Progress Surveys
icti Survey: | Introduction to Creative Writing (ENGL200.01.201403): Midterm Re Never Mind m
opens, listing your B
Please consider any students wha have performed poorly or particularly well through midterms. Please consider providing a specific referral recommendation for support. You an click on the hyperlink en
stu d entsont h e Ieft the student's name to open his or her student folder. Just close the folder to retum tohe Survey page. Remember to "Save Draft” periodically if you are doing a litle bit at a ime so that you don'tlose your
7] changes. Once you submitthe survey you cannot change it
and items you may search: |lame m
Poor Academic
ra iSE across th e tO Name +. No Feedback In danger of failing & Performance © Visit Advising Center & GreatWorkl &
p' Albright Randi [, m} O ] 2]
PN@ 99315308F
In danger of failing Enter comments here

2. Check the box for

. . Caricks, Peter v (] O m] [m]
each desired item/ ‘ . . = = a
. . Q
student combination. i o o o
Nicehen, Emilio v (] O [m] [m]
QEEMMESF
i Ranlett Becca (% O (m] m]
99315318F
Click the comments Sl - - = -
QQQBWEBASF
|C0n (E{j) to Open a Robwall, Phillip [m] [m] O [m] v
Total items selected: 3 Displaying 8 Students
text box for your + Reuranes [ 3 savc 0 J wverving | o]
notes.
Click the information icon (ﬁ) associated with .
. . In danger of failing (1] Visit Advising Cent
an item to verify whether or not the student = o o
can view the flag and related comments. e
O * This flag is visible to the student

3. Click the Submit button only when you are
finished providing feedback. The items you selected will be raised on your students when you
submit the survey.

Important

Once you have submitted the survey you will not have an opportunity to add to or undo the items
you raised. Use the Save Draft option if you aren’t ready to submit your survey.

Notes:

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.

Watch the Two Minute Tip on completing a progress survey for a demonstration of this feature.
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Watch the Two Minute Tip on completing a progress survey for a demonstration of this feature.

Raise a Flag on one of your students

When you have a concern with a particular student, raise a flag, to-do, or referral to communicate your

observations. The appropriate individuals will be automatically notified when you save the item.

1. Click on the Students
navigation item to
see your list of
students.

2. Find the desired
student by typing the
name into the Search
box.

3. Click on the student’s
name to bring up the
Student Folder.

4. Click the Flag button.

A list of flags that you
have permission to
raise on this student
is displayed.

Home
OVERVIEW

¥ Flag

Search

randi

Appointments -

MY STUDENTS

g Referral | [3g To-Do

Students -

TRACKING

Connection

Major Advisor

Services

Term

Admin

¥ Kudos | | g Success Plan

£ [ongeing

0O Name

93F

Success Score

Email

Search for Students Q

% Send Message | | (@ Mote

Cohort

Yasmin Gold ~

»

= More =

Additional Filters

| Add Filters

Phone

mabile

O Albright. Randi  ([TEE | raibright@exellentedu
O e .

888-555-1212

Randi Albright x

8 info
# Success Plans

@ Academic Plans

| [} Eag | =g Referral x4 To-Do Yo Kudos Fo Success Plan (@ Acadsmic Plan = Message [5 Note = Morer
m Student Information

+  First Generation Student? Y
+  Major if declared: Finance
+ Athletic Memberships: Baseball, Volleyball

© FERPA standards protect student data.
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5. Select the desired Flag from the e
list. Raise Flag for Randi Albright [ neverwina | save |
6. If relevant, select a course from + Flag
m Attendance Concern
the course contEth drop dOWn Course Context @ Raise this when a studentisnt attending class regularly.
H H ™ In danger of failing
IISt' and enter nOteS In the Comment when a studentis in danger of failing after 4 weeks in to term
comment bOX. ™ Poor Academic Performance
Raise this when a studentis not perfiurming well in class across
multiple factors
7. Click the Save button.
Notes:

The Student View: indicates whether

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

15

notes you include in the Comment box.

ﬂ Permissions: People with the following roles may be able to see this tracking item ifthey have a
relationship with the studentis).
@ Instructor
® Wajor Advisor
® TermRelationshipAdvisor
@® Primary Advisor

the student can view the flag and the

The Permissions area lists roles that

have permission to view the selected

s o

flag and the notes you include in the

Comment box.

Frequently Asked questions

How do | get more detail on a
student?

Yasmin Gold ~ | help | support|logout

Home Students - Services Admin

Overview My Students Tracking

'laFIag Yo Kudos || % SendMessage | [gMote | & Download

Anytime you see a student’s name as

Cohort

Additional Filters
H Add Filters

mobile

Search Connection

[T 21wy Students

Success Score «

Term

u Active

Email

| randi|

a hyperlink (e.g. in your student list,

O Name

o 1 Albright. Randi
Jﬁ% (45 | J

Phone
888-555-1212

ralbright@exellent.edu

on an appointment or in a progress

survey) this hyperlink takes you to the
Student Folder.

: b
How do | change how | am emailed by Starfish- o -

Starfish will email you a calendar item for each appointment and a summary

Institutional Profile

of flag activity for your students. Use the Email Notifications tab of your
Profile to modify details of how and when you receive these notifications.

\._?

For more information see this Two Minute Tip: Update how you are emailed
about Flags

Where can | find information about flags raised on my students?

The Tracking tab within the Students area lists the flags (and kudos) that have been raised on your
students. Use the filters provided to filter your list based on your connection to the students. For
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example you can filter to your role as advisor vs. your role as instructor, or as an instructor to one of

your specific course sections.

Overview My Students Tracking |
«fy Resolve g Comment &% Assign '5 Flag fo Kudos
Student View

Success Score

Student Name, Username, or ID Custom
O Student

a Nicehen, Emilia
o} 99315195F

a Caricks, Peter
@ 99315438F

(@] ﬁ Alpright, Randi
) q‘a 99315398F

P'a Poor Academic Performance

% Send Message | £ Download

Connection

u Major Advisor

Item Name Status

Pa Low Participation in Class Active

Context: intreduction to Creative Writing (ENGL200.01.201403)

Pa Poor Academic Performance Active

Context: Introduction to Creative Writing (ENGL200.01.201403)
Active

Context: Introduction to Creative Writing (ENGL200.01.201403)

Cohort

Created =

09-29-2014
by Maitz, Don via Survey

Assigned

09-29-2014
by Maitz, Don via Survey

09-29-2014
by Maitz, Don via Survey

Additional Filters
o

Due

You can also go into the individual Tracking tab of any Student Folder to look at details of flags raised on
that student. The details of what you see are based on your relationship to the student(s) and the

privileges granted to your role.
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