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[bookmark: _Toc392670386]Welcome to Starfish ®
Starfish provides you with a central location to connect to the people and services that can help you finish what you start – all accessible right from your Starfish Home page.
Log in to your Starfish Home page by going to [INSERT ACCESS POINT]. 
Your Home page includes access to a customizable profile and personalized channels that make it easy to schedule the dedicated time you need with your instructors, advisors or counselors. Starfish can also help you manage the steps you need to take to stay on track and meet your goals. 
[image: ]Here are three great ways to get started: 
1. Set up your profile                                                                        
Make it easier for your instructors and advisors to get to know you and stay in contact.
2. [image: ]Stay on track								 
Use your personalized Dashboard to stay on top of upcoming appointments, assignments, plans, and recommendations from your instructors.
3. Connect to people and services that can help you
Use your personalized My Success Network and Courses channels for quick access to contact information, appointment scheduling, and course help. 
Not sure what you need? 
Browse the Services Catalog or use the Request Help option if you can’t find what you’re looking for through your personalized channels.

That’s it.  Simple for you.  Powerful for your future. 
[bookmark: _Toc392670387]

[image: ]Set up your Profile
Begin by setting up your student profile. Your profile lets instructors and advisors know who you are and how to contact you. It also gives you control over how you wish to receive emails.  
1. Click your name in the top right corner of your Home page to open your profile.
From here, you can customize your profile by uploading a photo, setting appointment reminders, and adding a secondary email address for receiving Starfish emails (e.g. your mobile phone).

To have Starfish emails sent to your mobile phone (in addition to sending to your primary institutional email address): 
[image: C:\windows\TEMP\SNAGHTML5626ba9.PNG]
· [image: C:\windows\TEMP\SNAGHTML6301a92.PNG]Enter the email address of your mobile phone in the Alternate Email field. This address will be a combination of your phone number plus carrier information. Click the more information icon ([image: ]) for a list of common carriers and email address formats : 
· Click the Both radio button associated with “Send my correspondence to”.

2. Once you have made your desired changes to your profile, click the Submit button to save your updates.
[bookmark: _Connect_to_people][bookmark: _Toc392670388][bookmark: _Toc372805893]Connect to people and services that can help you 
[bookmark: _My_Success_Network_1][bookmark: _My_Success_Network][bookmark: _Toc372805896]The My Success Network and Courses channels display the people and services that are available to help you succeed. Here you can find key contact information as well as links to student service web sites and online appointment scheduling. 
Messages
Click the Messages icon on your Home page to display messages sent to you in Starfish. Click on any message in the list to display the full contents of that message. 
[image: ]
[bookmark: _My_Success_Network_2][bookmark: _Toc392670389]My Success Network
Click the My Success Network icon on your Home page to display your personalized network. This channel lists the people and resources that are available to assist you. (You can browse a broader list of available services in the Service Catalog). For each person or service listed you will find contact information, supporting websites, and, if online scheduling is enabled, a link to make an appointment. If a service includes a waiting room for walk-in appointments, you can click the “Waiting Room” link to find out how many students are currently in line.
 [image: ]
[bookmark: _Courses_I’m_Taking][bookmark: _Toc392670390]Courses
Click the Courses icon on your Home page to display information about courses you are enrolled in as well as contacts and available support related to each. Like the My Success Network channel, it is personalized to show the people and services specific to the courses you are taking, and gives you the ability to make an appointment or request help related to a course. 
[image: ]
[bookmark: _Make_an_Appointment][bookmark: _Toc392670391]Make an Appointment
Click the Schedule Appointment link below the contact information for the desired person or service in the My Success Network or Courses channel. 
[image: ]
Use the small calendar on the left to quickly identify days with available office hours (available days will be shown in bold). Click the desired date in the small monthly calendar to display availability on that day
[image: ]Available time slots on the selected day will include a Sign up link. Click the Sign Up link associated with the desired time slot.
[image: C:\windows\TEMP\SNAGHTML6f15ac0.PNG]

[bookmark: _GoBack]This opens the Add Appointment form. Complete the form by selecting a reason for the meeting and a course (if relevant). Include an explanation of what you need so that your instructor or advisor can be prepared for the meeting. 
Click Submit to set the appointment. You will get an email with the appointment details and the appointment will be listed on your Dashboard.
[bookmark: _Toc392670392]Change an Appointment
Upcoming appointments will be listed on your Dashboard in the time line view (left column). Click the edit icon ([image: ]) to modify the appointment or the cancel icon ([image: ]) to cancel it. 
 [image: ]
[bookmark: _Get_Help_with][bookmark: _Request_Help_with][bookmark: _Toc392670393]Request Help with a Course
Need help with a course, but not sure where to go? Request help with a course directly from the Courses channel. 
1. Click the Help icon ([image: ]) link in the upper, right corner next to any of the courses in which you are currently enrolled. 
[image: ]
2. This will bring up the Request Help form. Select the Type of help needed from the drop down menu and give specific Details on how staff can assist you.
[image: ][image: ]
3. Click the Submit button to submit your request when you are finished.
[bookmark: _Take_control_of][bookmark: _Toc392670394]Stay on track
[bookmark: _My_Success_Path][bookmark: _Dashboard][bookmark: _Dashboard_1]Dashboard
Your Dashboard displays upcoming appointments and date-based tasks on the left to help you plan your week. The right hand column of your Dashboard highlights items that require your attention and may include alerts related to your class work, recommended referrals to campus support offices to help you succeed, and Kudos from your instructors. 
Messages
The messages will display the content of email messages sent to you through Starfish. 
[bookmark: _Toc392670396]Plans
The Plans channel will display any customized Plans created for you by your advisor. This might include an Academic Plan or a more targeted plan for a set of specific tasks with due dates. Click the View Details button associated with a plan to display a printable version of the plan. 
[bookmark: _My_Messages][image: C:\windows\TEMP\SNAGHTMLa6c3855.PNG]
[bookmark: _Toc392670398]Not sure what you need? 
[bookmark: _Request_Help][bookmark: _Toc392670399]Request Help
Click on the Request Help channel icon. Additional information about where to go for help will be displayed on the page. Click the Help Me button to submit a request for help. 
You will be asked to provide additional information such as the type of help you are requesting, the related course (if applicable), and a description. 
[image: ]
We encourage you to make your description as detailed as possible to insure you get the appropriate help needed. Click Submit to submit your request when done.
[bookmark: _Services_Catalog][bookmark: _Toc392670400]Services Catalog 
Certain counselors and advisors may be listed in your personal My Success Network channel, but other individuals and services can be found in the broader Services catalog accessed from the top navigation bar. On this page you can search for a service or scroll through the list of available services. For each service you can, view contact information, visit service websites, and schedule online appoints (if available).
 [image: ]
[bookmark: _Toc392670401]Frequently Asked Questions
[bookmark: _Toc392670402]What if I don’t see anyone listed in My Success Network?
Your specific advisors or counselors might not be assigned yet. Check back later or contact your institution’s help desk for additional assistance.
[bookmark: _Toc392670403]What if I click the Starfish link and get a “You do not have access” message?
Contact your institution’s help desk for assistance with accessing the Starfish system. 
[bookmark: _Toc392670404]What if I need more help? 
For technical issues, contact the Help Desk at 999-999-9999. For questions regarding a flag, please contact your instructor or advisor.
© 2015 Starfish Retention Solutions, Inc.  | Proprietary and Confidential 	Page 1 of 9


© 2015 Starfish Retention Solutions, Inc.  | Proprietary and Confidential 	Page 6 of 9

image3.png




image4.png
FERPA standards protec student data.
[Last login: 13:19 28-04-2015]

Randi Albright

Contact Information

Login pretich

Institution Email ralbright@exellent.edu

Alternate Email

All notifications will be sen to your institution email address.

Also send notifications to my alternate e

Phone 888-555-1212
mobile

Video Phone

Time zone (GMT-05:00) Eastern Time.

Display all time zones

Weekly Updates

Send me a weekly status update about My Success Network

Reminder Preferences

15 [ minutes before the start of an appointment.

ey S

— ===

mail me at | 12:00





image5.png
FERPA standards protec student data.
[Last login: 13:19 28-04-2015]

Randi Albright

Contact Information

Login pretich

Institution Email ralbright@exellent.edu

Alternate Email

All notifications will be sen to your institution email address.

Also send notifications to my alternate e

Phone 888-555-1212
mobile

Video Phone

Time zone (GMT-05:00) Eastern Time.

Display all time zones

Weekly Updates

Send me a weekly status update about My Success Network

Reminder Preferences

15 [ minutes before the start of an appointment.

ey S

— ===

mail me at | 12:00





image6.jpg
Alternate Email | 4445551234@vtext.com|

Video Phone
‘ mobile Users: Read more details.

) Institution Email () Alternate Email @ Both





image7.jpeg
Recsive notifications on your mobile phone:
Enter the email address for your mobile phone as indicated
below for each provider.e.g., 8885551212txtatt.net

« ATAT: cellnumber@txt att.net

« Verizon: cellnumber@vtext.com

« T-Mobile: cellnumber@tmomail.net

« Sprint PCS: celnumber@messaging.sprintpes.com
« Virgin Mobile: cellnumber@vmobl.com

* US Cellular: celnumber@ermail.uscc.net

« Nextel: cellnumber@messaging.nextel.com

« Boost: cellnumber@myboostmobile.com

« Allte: cellnumber@message.alltel.com

+ Reaimatos Ex





image8.png




image9.png
L e O e
=

Deunbasrd || ) Yasmin Gold, English tutoring, 15/812016 15:00 EDT - New
Randi Alright

08:52

-




image10.png
Im Services

© System Announcement:

m Randi Albright ~

T My Success Network
P — Showat

Advising Center " Waiting Room

7035551212 Schedule Appointment

i — Corrirrpmr O T

Conching Servce Waiting Room ¢ [

Schedule Appointment 2

L] e Appolntment There are no students in the waiting 3

Wite Well Tutoring Center Waiting Room & a

7035551212 B5chegule Appointment 2

Sritenell@excellentedu @ MW,Th 2:00- 400 pm ‘There are no students in the waiting A

o starfishsolutions.com room.





image11.png
EHS -

GERl -OME  INSERT  DESGN  PAGELAYOUT  REFERENCES  MALINGS  REVEW ~ VIEW  FORMAT Amber Millwee -
2 X cut . B MFnd -
[ & copy Calir Body) -[11 | A A7 A2~ aow AaBbCcDC o AsBDCc AsBDCCDC | AaBbCCDX negbcede AaBLC AaBBCC AABDCCE AcBbCD | o o
paste B I U -aex X WA 20« | Documen. THeader.. THeader.. THeader.. TNormal | 1TableHe.. TVersion.. TNoSpac.. Headingl Heading? Heading3 Headingd |
- Format Painter [3 Select -
3¢ Home | Starish
Clipboard 5 Font 5 Paragraph 5 stes 5 Editing
(@ GETTHENEW OFFICE s one ofthe persof hving Office 365, | _Seewhotisnew | |_Updte Office x € 0a et safihsotionscom o |[@ seoe #e 9 Ime v e A =
“Fer e
) Hobsons Links and To... (3 Starfish (1) S Adrmin (1) PKE Resources (1} Prodiuct Training Reso... ) PM Docs (1) DP and AgileGrad @ Togg! (D Ambers IDP
The My Success Network and Courses channels display the people and services that are available to Format Picture vx
help you succeed. Here you can find ke contact information as well s links to student service web sites - .
My Success Network b AL : L =

b LNE

Click the My Success Network icon on your Home page to display your personalized network. This T Courses

channel lists the people and resources that are available to assist you. You can browse a broader list of
available services in the Service Catalog). For each person or service listed you will find contact
information, supporting websites, and, if online scheduling is enabled, a link to make an appointment. If
a service includes a waiting room for walk-in appointments, you can click the “Waiting Room” link to
find out how many students are currently in line.

%

Dashboard | | IACve

7= Introduction to Creative Writing (ENGL200.01.201403) [+

NETWORK ~ ATTENDANCE ~ AGENDA

e

CONTACT ~ OVERVIEW ~ BIOGRAPHY  SERVICES

. 8885551212

L4 Request & dmeiz@excellentedu 4
2 FED Availability
. Teachingand Advising  Tue & Thu 10-12

e Office Hours: |

crepim
Fours

Courses

Click the Courses icon on your Home page to display information about courses you are enrolled in as
‘well as contacts and available support related to each. Like the My Success Network channel, it is
personalized to show the people and services specific to the courses you are taking, and gives you the
ability to make an appointment o request help related to a course.

£ Schedule Appointment

11 Sung }

www.ilsungna.com

PAGE3 OF8 1286 WORDS (| -——————+ 100%

MmN e e B o





image12.jpg
Yasmin Gold

Primary Advisor

. 703-555-1212
 yasmin@starfishsollege.edu
£4 Schedule Appointment





image13.jpeg
.y
Add Appointment m m

With Yasmin Gold
Reason General Advising Visit |4
Course No Course

Select a reason in order to complete the following fields:

When 9:00 am 04-30-2015

Duration 20 minutes | V]

Where Advising Center North Rm 118

Instructions Please bring your most recent registration report and any transcripts from your previous academic

institution. You might also find it helpful to visit www.excellent. edu/advising for additional
resources that we wil reference during our meeting

I'am a bit confused by the options available to me for Summer vs. Fall

Explain in detail what you are looking to accomplish in this appointment.

Sp— i ]





image14.jpg
« April 2015 ~ »

smMTw T Fs ¥ o
29 3 31 1 2 3 Thu, 04-30-2015 «»
5 6 7 8 9 10 11 08:00AM

12 13 14 15 16 17 18 15





image15.jpg




image16.png




image17.png
@ System Announcement:

@ Display hidden

Recent Kudos

A Vou are a rockstar
K Keep up the Good Workd

#Dashboard
FRIDAY TODAY
No items scheduled today. Enjoy your day!
MONDAY 15-08-2016
15:00 & x

| 9 Appointment

| @ Reason: Engish wioring

; @ Advising Cener North Rm 118

: 7 Techrica Wiricing (ENGLI00.01.201601)
; @ Yosmin Gois

Load more

=) @ Added by Yasmin Gold HioE

A Significantly Overdue
@ Please contact Mary Wethers a the Career Services offce to talk about your nterests. ~

HiDE

@ Raised by ules Ninri

B4 Raised on 19.09-2015

72 Introduction to Accounting (ACCTIO1.02.201501)

@ Randi doesn'tseem to be paying as much atcention as she had been earler i the te.. ~

|™ Attendance Concern e

@ Roised by Suzanne Miler
B8 Raised on 15122015
7 Marketing for Business Majors (BUSN201.01.201501)





image18.png




image19.jpeg
Request Help

*Type [Selectthe type of heip you are looking for..

Course Introduction to Accounting (ACCT101.02.201501)
Details Describe how we can help you.

* Required fields





image20.jpg
%

Dashboard
-
My Success
Network

e

Request
Help

=

Courses

*

Plans

)

4< Copyright © 2008-2015, Starfish Retention Solutions, Inc. U.S. Patent No. 8,472,862. Additional Patents Pending.

- Plans

Q *

R @

Finding your way around the university (In Progress)
Attend Time Management Seminar ~ Status: Open
Freshmen Counseling Seminar  Status: Resolved

Meet with Your Buddy ~ Status: Resolved
‘Connect with the peer mentor for your program

View Details

Due: 04-24-2015
Due: 04-05-2015

Due: 04-22-2015




image21.jpeg
Request Help

* Type Select the type of help you e looking for...
Course Select a Course..
Details Describe how we can help you.

* Required fields

L [





image22.png
e e ) T el

Services e e b

Schedule Advising Center

The advising center is open to all students who have been admited, regardless of your current schedule. We can help you chart a path to your desired degree, and connect you with the resources to help you
manage the journey

 703555-1212

= aduising@excellentedy
© M-F8:00 am - 2:00 pm, Saturdays 10:00 am - 400 pm
Q McEhaney Hall, Rm 1220

8 Schedule Appointment

' Waiting Room o

There are no scudents in the walting room.




image1.tiff
. Sta rfish

retention solutions..




image2.png
BHS 0>

tudent | atibility M

QU v | M OESOu  PAGELAYOUT RERENGES  WALNGS  RBMEW VW p— |
% Cut . . - N #Find -~
ﬁ%cw CalibBody) <[l -| A A A2 Ao Z i 20 T A2BbC AaBbceDc + AsBbCC AaBbCcDC AaBbCCDC AcBocede AaBLC AaBbCe AaBbCCL AaBbCD || o oo
Paste N - AW - ocumen. leader. leader: leader: lormal ‘ableHe. fersion. lo Spac. leading leading leading leading N
¢ romatpainer B T U WX X AW A D THeader.. THeader3... THeader3... | TNormal | TTableHe.. TVe TNoSpac.. Headingl Heading2 Heading3 Heading4 N Select~
Gipboard 5 Font 5 Paragraph 5 syies 5 edting
(@) T THENEW OFFCE 15 oneof the pks of ning Office365. | _Scowtitsnew | | Updat e x
warisr
Version 6.3
Welcome to Starfish ©

PAGE1 OF8

1286 WORDS [}

e Rnrer

=8

Starfish provides you with a central location to connect to the people and services that can help you

finish what you start - all accessible right from your Starfish Home page.

Log nto your Starfish Home page b E6ng 10 INSERT ACCESS FONTI

Your Home page includes access to a customizable profile and personalized channels that make it easy
to schedule the dedicated time you need with your instructors, advisors or counselors. Starfish can also
help you manage the steps you need to take to stay on track and meet your goals.

Here are three great ways to get started:

1. Set up your profile

Make it easier for your instructors and advisors to get to know you e
and stay in contact.

2. Stay on track

Use your personalized Dashboard to stay on top of upcoming appointments,
assignments, plans, and recommendations from your instructors.

3. Connect to people and services that can help you
Use your personalized My Success Network and Courses channels for quick access

to contact information, appointment scheduling, and course hel

Not sure what you need?

Browse the Services Catalog or use the Request Help option if you can't find what

You're looking for through your personalized channels.

That’s it. Simple for you. Powerful for your future.
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Services

Welcome to Starfish, Randi.

logout

Randi Albright ~

View or edit your
profi

You could highlight a message and highlight with size and color. For example, this message is Heading 1 size , and hyperlink is white on blue

Go to Service Catalo,

Let's get started.

on one of the buttons below.

Your timezone is set to: America/New_York. If you need to change your timezone you can do so by editing your profile.

Make an Appointment Customize Your Profile Visit the Success Network

Many of your instructors and advisors have dedicated times to meet with students.
Make an appointment online at a time that works best for you.

b ma i ke pge s g o s [ERN]

Stand out. Make yourself known. Help your instructors and advisors put'a face to a name”
by uploading your photo. You can also complete your personal bio.

pload a Photo

We have a lot of resources here to help you be successful. The Success Network pucs
them in one convenient place for you, so dig in and get the support you need.




