Chrome or FireFox are the recommended web browsers. Note: If you are in Banner as faculty and as a stu-
dent, you will need to log into Blackboard using: (Username = T#) and (Password = last 6 digits of your SSN).

Faculty Guide to Starfish

Log into Starfish using Blackboard Learn. You can access Blackboard from the Faculty & Staff tab on the LIT.edu website. Your
USERNAME = your network login 1D and your PASSWORD = Tnumber (use an uppercase T). If you are in the Courses Section,
click on the (1) My Institution link (Right top section of the window). On the left menu bar you should now see the (2) Tools
Pane, on the bottom of the list you will see the link for
Starfish. Click on the word STARFISH (3). If you have any

issue with your Blackboard account please contact Jason

Woodall at (409) 981-6817.

After clicking on the Starfish link, the Starfish Desktop will 2 it _

open from the Home Tab (4). Here you will see the s Blackboard
System Announcements (5) or any notifications regarding fesnsie B

Progress Reports that are due (6). The Desktop displays BN _' We

any Recent Changes (7) you made or any Flags (8) you L e apologiz
Maybe responsible for managing. N ' i = e ""'T,.fi".flfﬂs the
Students Tab (9): Located at the top left of your window. reessnCONVEN
Click on this tab to see your list of students or download 3 TRk

Note or add a Flag to a student(s). After clicking on the
Students Tab, new tabs become available and the

student list becomes Visible (10). You can filter your
Student list by your “connection” to the student. E

your student list, take attendance, end a Kudos, MessagT

Home Students - services

My Students Tracking Zoom In Attendance Progress Surveys : : )
I— - -
m Fag | | % Kudos | Message || FyNote || @ Downioas | | Attention: On-line Courses only: The Course Activ- 90 s ‘ 8‘
S — ity system flag will notify instructors if a student does not _ R —'
1 | log in to Blackboard 5 consecutive days. This is the attend- -
ance for online classes, since there is no meeting pattern. - —
This flag is available for online sections only.




Students Tab (filtering by “connection”)

To filter students by “Connection” click on the Connection
drop down arrow (11) then click on the course (12) to dis-
play students for a specific course.

Connection Term
Instructor 1 1 M Fall 2015
All My Students

Instructor

Phone
2! Primary Advisor
Cooperative Education

1crec s a1 oo ‘ To see students for only
Industrial Processes .

[ pric.tessaan_zoise0 Fall 2015, click on the Term
Process Instrumentation |

N4 PTAC_1332_4A1_201590
PTOCGSS"’IS“UI'ITBI'I[H[P 12 ‘ drop down arrOW (13) then

Pl PTAC_1332_5A1_2015%0

click on the term.

Process Instrumentation |

kK PTAC_1332_SB1_2015%0

Process Technology | Equipment

llc|PTAC_1210_8T1_2015%0

Process Technology Il Systems

W PTAC_2420_841_201590 [
o4

13 =P

Note: Faculty members will have the Instructor Connection
with students. Primary Advisors that are also instructors will
have Primary Advisor display in the list. The Primary Advisor
role will give you access to all students — not just your stu-

dents. Select this option if you need to view students you are

not connected to as an instructor.

If you are requestedto | «
respond to a Progress ,

Survey you will see the ‘ { L. ], Students ~
notification on your
Home page (16). Click
on the Progress Survey

& Record Attendance

€) System Announcement: Welcome to Starf ayou need technic
Lawson, 409-839-2049, Email: Starfish@lit.edu ce Hours: 8:00 a.n|

¢ Outstanding Progress Surveys: Cooperative Education (CTEC

C' | B https://lit-test.starfishsolutions.com/st

link to open the survey

and complete the reg-
uest. Click on Submit to complete the request.

How to Record Attendance

To Record Attendance click on the Attendance Tab. At the start of each
semester you will be asked to create your Class Schedule. Click on the
Class Schedule button. The Add Class Schedule (14) window will dis-
play. Select the days and time for the course. Click on Submit. To cre-
ate a class schedule for a different course update the Course Section in
the Filter Students by section (to the right of the Screen (15))with
the course by Edit Class Schedule

14

clicking on the

PTAC_1332_5B1_201590 - Process Instrumentation |

Drop Down and Schoduie
selecting the = <: >
) ~ oo :

next course.

& Record Attendance

ol System Announcement: Welcome to Starfish! If you need

After you create a Class
I Schedule for all your
courses you can now
j start recording attend-
ance. Click on the Record
Attendance button. A
window will display with
the Section and Meeting-
Times. To change the
course click on the Section drop down button and select the course,
then Click on the Meeting Times drop down arrow to select the date
you are recording attendance for. After these two selections are made
the window will refresh with the list of students for that course and you
can click on the circles to record Absent, Excused, or Tardy options. Pre-
sent is preselected. Clicking on the Students Tab then the Attendance
Tab will give users and option to view or download the Attendance
Report. To pull the correct course, click on the filter options on the
right menu pane.

;OKuscs = Send Message IJ

Filter Students By

Fall 2015
Course Section 1 5

PTAC_1354_2A1_201590 E
Attendance Status

Present

& Record Attendance | & Class Schedule || & Attendance Report | %4, Flag

Select All | Deselect All

PTAC_1332_4A1_201590 - Process Instrumentation |




Starfish

retention solutions..

x©

Your Profile

Starfish EARLY ALERT Quick Look

Click your name to open your Starfish Profile. There are two tabs:

Bl Ll ik 1o view or edityour profile.

e Institutional Profile: Contact information, photo (info students see). .
Appointment Preferences
e Email Notifications: Options for receiving tracking item emails. P —

Progress Surveys

Select the Outstanding Progress Survey link Home | Appointments - | Stdents - | Senices | [EEEETTEN

X

(& Add Office Hours

on the Starflsh Home page. &5 Add Appointment || 423 Add Group Session | # Scheduling Wizard

o Outstanding Progress Surveys: Basic Compaosition (ENGL111.04 Eﬂmﬂﬂj'hbiﬁdterm Results Survey, more

Check the boxes
presented for each

Overview My Students Tracking Attendance Progress Surveys

desired item/ student
combination.

Click the comments icon (
[—_‘5) to add notes.

Click the information icon
(E9) to verify whether or
not the student can view
the flag.

Survey: | Introduction to Creative Writing (ENGL200.01.201403): Midterm Re n

Please consider any students who have performed poorly of particularly well through midterms. Please consider providing a specific referral recommendation for SUPROIL. You an click on the hyperink on
the student's name to apen his or her student folder Just close the folder to return ta the Survey page. Remember to “Save Draft” periodically if you are doing a litfe bit at atime so that you don'tlose your
changes. Once you submit the survey you cannot change it

Search: | ame

Poor Academic
Performance ©

O

Name & No Feedback In danger of failing ©

Visit Advising Center ¢

O

GreatWorkl &
Albright Randi [, ]

& 99315395F

In danger of failing Enter comments here

Caricks, Peter
@ 99315438F
Edwlend. Pamela
@ 99315408F

O 0O

]

Keiloyd, Mackenize ()
@ 99315288F
Nicehen, Emilio
@ 99315198F
Raniett. Becca (%
@ 99315315F
Ricwoll, Benits
@ 99315345F
Robwoll. Phillip

O

O 0O 0o oo g
©

OO 0O O O oo

O O o oo O

O O

]
Displaying & Students

v

Total items selected: 3

* Required fields

Important Note:

Don’t click Submit until you're

done! You cannot modify a submitted survey. Use Save Draft if you

aren’t ready to submit your survey.

Student Folder

Wherever a student’s name is hyperlinked

(e.g. in your My Students list,

progress survey) this hyperlink takes you

to the Student Folder.

From here you can review student
information, raise a flag or add a note.

Randi Albright *
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