Using Starfish to Schedule
Appointments

The online appointment scheduling feature in Starfish is a great tool for faculty, staff and
students. Faculty and staff designate the times they are available for appointments and then
notify their students via email with instructions on scheduling appointments. Students then
log into their Starfish accounts to schedule their advising appointments. This document
provides faculty and staff with the information they need to view their Outlook calendar in
Starfish, the process to set up appointments in Starfish, the instructions to send to students,
and additional information to make this process easy to understand and use.
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Questions about using the Starfish scheduling system should be directed to the
MSU Starfish Coordinator, Tammy Wolf, at 701-858-3360 or tammy.wolf@minotstateu.edu.



mailto:tammy.wolf@minotstateu.edu

Share Outlook Calendar with Starfish (complete this once)

Starfish will communicate with your Outlook calendar allowing you to view your Outlook appointments on
your Starfish calendar. Access to your calendar in Starfish makes it easier when setting up your available
appointment times and lessens the chance for double booking appointments.

Allow Starfish to read busy times from Outlook Calendar

Click on the three lines (hamburger menu) beside Starfish and click on your name.

Choose the Appointment Preferences tab. Under the Calendar Sync tab, check the box — Allow Starfish to read
busy times from my Outlook Calendar. Click SAVE CHANGES when finished.

Q search for Students

EDIT PROFILE APPOINTMENT PREFERENCES NOTIFICATIONS

C Hour(s) before the office hours:

[

Calendar Sync

Sync calendar items between your extenal calendar to your Starfish calendar
Starfish Calendar Sync
Select options to sync from your Starfish Calendar to your External Calendar
Email me calendar attachments for every:

Appointment change

Change to my Office Hours and Group Sessions
External Calendar Sync
Sync busy times from your External Calendar to your Starfish Calendar

Outleok Calendar Sync
A Important: You must share your calendar with misu starfish@minotstateu edu
Click here for further instructions.

Allow Starfish to read busy times from my Outlook Calendar -
CLEAR CHANGES SAVE CHANGES



Student View of Appointment Options

Students will not see your calendar when making appointments. They will only be offered available times.

= Schedule Appointment

Gary Ross

Instructor

What day and time works for you?

08-06-2018 08-10-2018 Tuesday, August 07

) 9:00 am - 9:15 am

« August 2018 - Multiple appointment locations

Su Mo Tu We Th Fr Sa

() 9:15am - 9:30 am
5 E 7 8 9 0 1 Multiple appointment locations

Friday, August 10

() 7:00am-7:15am
Multiple appointment locations

() 7:15am-7:30 am
Multiple appointment locations

SHOW MORE TIMES

8 available

15m

15m

8 available

15m

15m

-

CONTINUE



Set Up Appointments

Set Appointment Preferences

The following steps are not necessary every time you create new appointment times, if your preferences and
locations remain the same.

Start by clicking on the three lines by the word Starfish.

1. Click the drop-down menu by your name and choose Appointment Preferences.
2. Choose the Minimum Appointment length. The minimum appointment length

Institutional Profile
defaults to 15 minutes. Please change to one hour. -
i . ) i . Appointment Preferences
3. The scheduling deadline requires students to make an appointment in advance

Email Notifications

with the number of hours designated by the advisor. Determine your preference
for the scheduling deadline and choose the appropriate radio button. The felp
scheduling deadline defaults to none. Logout

4. Add your locations by clicking the green plus sign in front of Add Location.
Type: Online; Name: Microsoft Teams
Please note: students do not see the location instructions when choosing their location — they only see
what is entered in the “Name”. It is best to add instructions when actually setting times for your
appointments instead of adding them here (students will not see this information when choosing the
location).

5. Scroll up or down to click Submit to save your changes to the appointment preferences.

= Starfish

My Locations

Profile Email
ﬁ Basics
- Please choose your default settings for yt hours blocks. You can change these whenever you add a block of office hours.
Add Location
Minimum Appointment length 1 hour u
* Type Online u Schedufing deadine O None
@® 400pm n the day before the office hours
* Name Microsoft Teams
O [900am B tre day o the ofice howrs
Instructions Piease enter instructions for the Jocation on hour(s) before the office hours

(] Allow drop-ins after deadiine has passed

My Locations

Enter locations for your meetings with students. Meetings can be m an office, onlne, over the phone, or anywhere else you bke.
© AddLocation

Type Name & Instructions

Profile Email

cancel m7

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

Appointments Notifications

Planning Reminders (") send me a separate email reminder for each appointment
@ send one email reminder with all appointments
(") don’t send me an email reminder
Send Planning Reminders: | 8:00 am the day of the appointments.

m

Appointment Alerts: [[] Send me an email |15 [ minutes before the start of an appointment
Send me an email with a calendar attachment for every.

change to my appointments ] change to my Office Hours/Group Sessions

Read busy times from external calendar

Read busy times from my external Exchange calendar

Important: In order for this setting to take effect, you must share your calendar with misu.starfish@minotstateu.edu. Click here for further instructions.
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Select Available Appointment Times

You must set up appointment times for students to schedule appointments with you. Continuing updates of
your appointment availability are necessary as your schedule changes or additional appointments are needed.

You may schedule your appointment times either by using the Scheduling Wizard icon or the Office Hours
icon. The Scheduling Wizard allows individualized appointment times and the Office Hours allows for repeat
days and times. Click on the Appointments tab, then click on whichever icon you choose to schedule with.

Appointments -~ Students - Services ~ Search for Students

4 October 2017 «
S M T W T,
1 2 3 4 5

s o 10 1|12 Agenda Day Week
15 16 17 18 19
22 23 24 % W Mon 1016 Tue 1017 Wed 1018
2% 0 N 2:00 am

Gy Office Hours ['&Appomtment %Group Session ﬂ';‘, Reserve Time | | # Scheduling Wizard _

Time Scale @ 5day 7 day

Thu 10/19

Heather Martin ~

10-15-2017 to 10-21-2017 4 |
Fri 10720

Enter the Title for your appointment, noting that you are the only one who will see this — not the student. Click
the boxes to allow where your appointments will take place. You may make all options available or be
selective. Indicate the minimum and maximum appointment length. Add any instructions that are pertinent
(see examples below). The instructions will not appear when the student is making the appointment but will
be emailed to the student after the appointment has been made. Select the Appointment Type(s) you want —
your relationship with the student dictates who can make appointments for each type (i.e. you may wish to
have specific times for advisees and other times for your classes). If using this feature for appointments with

students in your class, select Instructors. Click Next.

Scheduling Wizard

The Scheduling Wizard makes it easy for advisors and instructors to schedule multiple office hours blocks for multiple days in a single week.
This is useful for setting up your calendar for advising rush periods and other times when you book several blocks of time for seeing students.

To get started, specify the title, location, and other settings for the office hours blocks you are setting up

Continue to step 2 in the wizard to setup the days and times for the week’s office hours.

Enter the information that should be applied to the office hours blocks. Note that all blocks created in step 2 of this wizard will use the information
you specify here.

% Title Advising

Mote: You may select more than one location to give students a choice

Office Appt. - Old Main, Room 101

Phone Appt. - 701-858-3265

* Where?

m

30 minutes

* How long? minimum appointment length

1hour u maximum appointment lg

Include instructions students

Appointment Types @ Advising () instruetors

Instructions

These will be visible to anyone who makes an appointment
What to bring

Be prepared

Bring any guestions/concemns

Arrive early

Phone appointments - who will initiate the call

Phone appointments scheduled in CST (Central Standard Time)

should be aware of! These are
topics you might consider!

Add Office Hours

* Calendar

* Title

+ Wihat days]?

+ What time?

# Office hours Type ©

* How lang?

* Agpeintment Types  Selecw

Instructions Start/End Date

232 will b 580t 12 anyare wao makes an app

Weakt B Repestsevery [
Regeston: [1Mon [1Tue [ Wed [IThu TIFri (St [7Sun
Not

Webx

Smith Hall, Office 201 3




The Scheduling Wizard will take you to another page where you will enter the start and end time for all available hours,
navigating dates with the arrows. Click Finish.

Scheduling Wizard

Enter the start and end time for all office hours blocks for the selected weelk.

Cciober 9 - October 13, 2017

Tue 10/10 Wed 10M11 Thu 10412 Fri 10/113
tart Time || End Time 10:00 am 11:00 am tart Time || End Time tart Time || End Time
5:00 pmi ime End Time tart Time End Time tart Time End Time tart Time End Time
tart Time || End Time Start Time | |End Time Start Time || End Time Start Time || End Time

&© Add Another Block © Add Another Block ©  Add Another Block © Add Another Block ©  Add Another Block
[cooco | < k| o

A dialogue box will appear stating you have added the blocks. Click Finish and the appointments will show on your
Starfish calendar.

1 Scheduling Wizard

You have added blocks atthe following times:
® 11012017 ram 1:00 pm to 200 pm
® 11022017 rom 1:00 om fo 2:00 pm
® 11072017 from 1:00 om fo 2:00 om
® 11-08-2017 from 2:00 am fo 10-00 am
® 11932017 om 200 pm 1o 300 pm
® 11162017 from 800 am fo 10.00 am
® H1-20-2017 from 10:00 2m fo 1100 am
® 11212017 from 200 pm to 300 pm
® 11282017 oM 10:00 3m 10 1100 am
® 12012017 from 1100 am lo 12.00 pm
® 1204-2017 from 2.00 pm o 3:00 i

® 12

017 from 100 pm 1o 2:00 prm

® 12:07-2017 Tom 300 pM 10 4:00 pm

=,

Cpomice Hours | Ejappoinment | | WgGroup Session | fpEvent || CyResenve Time | | # Scneculing wizara

Agenda Day Week

Time Scale @ 5day © 7 day 10-29-2017 to 11-04-2017 4
Mon 1030 Tue 10031 Wed 11 Thu iz Fri 1113

2.00 &

10:00 am

11:00 am

12:00 pen

1:00 pm @ signup

2:00 pm




You will receive emails with calendar attachments asking you to accept these appointments on your Outlook calendar. If
you accept the appointment blocks, your calendar will show as busy. If you do not accept the appointment blocks, and

just delete the email notifications, your calendar will not show as busy, and when you accept the actual appointments
that are scheduled, only the actual appointments will show as busy.

PTO Advising - Meeting ? @ - O x

@(_ E/} E Y Fall 2017 Yl Move - a 3% Mark Unread a"i?) # Find Q FGI)\

3 To Manager <| T Rules~ 1 Categorize -

. [ Related -
Bpose Respond  Meeting  Calendar | - ssign Translate Zoom  Reply with
Mew Time -~ Notes Team Email Policy~ [ Follow Up~ - Iy select- Meeting Poll
Delete Respond Meeting N... Calendar Quick Steps 5 Move Tags n Editing Zoom | FindTime | &

Wed 10/11/2017 10:59 AM

Starfish Calendar <calendar-ops-ash4@dostarfish.com>
PTO Advising
Required B Martin, Heather

€ Please respond.
The organizer created this meeting in the following time zone: America/New_York.

When Thursday, November 16, 2017 9:00 AM-10:00 AM
Location  Old Main, Room 101, 701-856-3265

A Thursday, November 16

g | FTO Advising

old 01, 701-858-3265
Starfis
10
11 -
Hi Heather Martin,

We're reminding you that you have scheduled the following office hour block.
Title:

PTO Advising

When:

Thu Nov 16 5-10AM

Where:

0Old Main, Room 101, 701-858-3265

Instructions:

Please follow all instructions that were sent to you in the PTO email to prepare for your advising appointment. If you will be meeting in person, please arrive 10 minutes




Starfish Appointment Direct Link For Students

After creating appointments in Starfish, you will need to inform students on how to make appointments with you by
emailing the direct link to your students. To access your direct link:

e Click on the three bars beside Starfish
e C(Click on your name and choose Institutional Profile

e Scroll down until you see “Share Links” — find the
paragraph that says Link to schedule an appointment
with me and click on “Copy link to clipboard”

Share Links

Share your appointment and/or profile link with students by copying the link(s) to the clipboard. You can use the links in emails, email signatures, a non
checkbox(es) below to display the link(s) on your Connection Profile in the Services tab. Students who receive a link to schedule an appointment with yc
If you are having trouble copying a link, try using another web browser.

Link to schedule an appointment with me

ht‘tps‘//minot.starﬂshsolutions.comlstarﬁsh-ops/dl/instructor,/serviceCataIogvhtml?bookmark=connedion/‘l']59396/schedul

[[] make link available in the Services tab on my profile for other staff to copy.

Link to view my profile

https://minot.starfishsolutions.com/starfish-ops/dl/instructor/serviceCatalog.html?bookmark=cennection/1159396 Copy link to clipboard

[C] make link available in the Services tab on my profile for other staff to copy.

To verify that you captured the link, open a Microsoft Word document and paste the link into the document. If the
correct link does not copy by clicking “Copy link to clipboard”, you can always go back and copy the long link before the
command.

You may share this direct link with students by inserting it in the text of an email or in your email signature line. Since
the link is quite long, you are encouraged to shorten the link. Some suggestions are to use a URL link shortener such as
Bitly (bitly.com) or to imbed the link in wording.

To embed the link:

e Type whatever wording you would like to use (such as Click here) in a Microsoft Word document
e Highlight the wording, right click and choose link
e Make sure you link to existing file or web page and paste the direct link (copied earlier) into the address bar

Link to: Text to display: | Choose ScreenTip..,
Look in: |5 Documents ~| (B fa
Existing File
r Web Page Custom Office Templates Bookmark...
CFgrrerlt My Data Sources
older
Zoom Target Frame...

Flace in This - . . 7

S R @ ChatLog Meet with Engineerica Support 2020_07_09 10_52 Stu dents may Schedu'e an

Pages @ MsuU
3] New Starfish Features 9-16-20

55 Sack and Chat appointment with me via
Create New Recent

Document Files ﬁ‘- 'St'a'rf: Sb
E-mail Caddress: —\ he e g

Address = by CliCkinE here.

Cancel

It is important to have one of your students test the link before publicizing it.



Accept Appointments

You will receive email notifications with calendar attachments as students make or cancel appointments. After accepting
the appointment invitation, it will appear in your Outlook calendar.

Ede [ Priority Transfer Orientation, 11/1/2017 1:00 PM CDT - New - Meeting ? @B - x
po4 2 v i ¥ Fail 2007 3 To Manager ¥ Move - @ [ |> gy deFind Q i
<« < Q& Team emai Vv Done = Rules = . & [ Related - Q
ative Decline Propose Respond  Meeting  Calendar | o = Assign  Mark Categorize Follow  Translate Zoom  Reply with
- < NewTimew = Notes < Reply &Delete  # Create New Policy~ Unread = Up- - I Select- Meeting Poll
Delete Respond Weeting Notes Calendar Quick Steps 5 Move Tags ) Editing Zoom  FindTime -~
Thu 10/12/2017 9:20 AM
Starfish Calendar <calendar-ops-ash4@dostarfish.com>
Priority Transfer Orientation, 11/1/2017 1:00 PM CDT - New
Required B Martin, Heather
@ Please respond.
The organizer created this meeting in the follawing time zone: America/New_York,
This appointment conflicts with ancther ene on your calendar,

When  Wednesday, November 01, 2017 1:00 PM.2:00 PM
Location  Old Main, Room 101
A Wednesday, November 1

17 tiority Transfer Orientation, 11/1/2017 1:00 PM CDT - New PTO Advising Canceled Appointment: Heather Martin - [11/1/2017 1:00 PM CDT] Priority 1

1 Old Main, Room 101
Starfish Calendar

2

3 ~

Hi Heather Martin,

We're e-mailing you to let you know that has scheduled this appointment with you.

11/122017

1:00 PM CDT

0O1d Main, Room 101

Priority Transfer Orientation

Please follow all instructions that were sent to you in the PTO email to prepare for your advising appointment. If you will be meeting in person, please armrive 10 minutes prior to your scheduled appointment time. If you will be advised by
phone, please call my direct line at 701-858-3265 at the scheduled appointment time. I look forward to meeting with you! Remember appointments are scheduled in CST (Central Standard Time). If none of these times work with your
schedule, please email me at heather.martin@minotstateu.edu.

This email is a service of Starfish. Click here to chanee your notification preferences.

- — —

Declining an appointment in your Outlook calendar does not prompt a notification to your advisee. Instead, cancel the
appointment in your Starfish calendar, which will trigger a communication to the student and an email to you. Click
Remove from Calendar to delete the appointment from your Outlook calendar.

r s Canceled Appointment: Heather Martin 11/1/2017 1:00 PM CDT] Priority Transfer Orientation - Meeting ? EH - & X
E/l r| Y Fall 2017 €3 To Manager ¥ Move~ E [V | > a’i;a #i Find Q F@i
=) :
" tom il e o Od\ EJ Team Email v Dane TRules- Mok C i rollow  Tranate B Refated = .
emove from n ecting alendar (o - ssign Mark Categorize Follow Translate oom eply witl
Calendar Notes < Reply &uDelete  # Create New Policy - Unread - Up- - b Select- Meeting Poll
Respog Meeting Notes Calendar Quick Steps ] Move Tags ] Editing Zoom FindTime ~

Thu 104122017 3:17 AM
Starfish Calendar <calendar-ops-ash4@dostarfish.com>

Canceled Appointment: Heather Martin - . [11/1/2017 1:00 PM CDT] Priority Transfer Orientation
Required  BiMartin, Heather

When Wednesday, November 01, 2017 1:00 PR-2:00 PM
Location  Old Main, Room 101

"~ Wednesday, November 1
1 L Priority Transfer Orientation, 11/1/2017 1:00 PM CDT - New PTO Advising ‘Canceled Appointment: Heather Martin - 11/1/2017 1:00 PM CDT] Prierity 1
Old Main, Room 101 ©1d Main, Room 101, 7015563265 Old hiain, Room 101
Starfish Cal Startish Calendar Startish Calendar
2
3 -
Hi Heather Martin,
has canceled the following appointment with you.
phone cmail @minotstaten.cdu
1112017
1:00 PM CDT

01d Main, Room 101
Priority Transfer Orientation

Comment:

‘This email is a service of Starfish. Click here o change your notification preferences

- — ——



Edit or cancel Available/Scheduled Appointment Times

First click on Appointments followed by the Week tab.

Heather Martin ~

i Cclober 2017~ ' Q, Office Hours Eé APRG %Group Session t'“(‘, Reserve Time || # Scheduling Wizard
5 M T W T F
1 2 3 4 5 & 7
2 0 10 11 12 13 14 GO=TIE ey Week
15 16 17 18 19 20 1 Time Scale ® 5 day T day 10-15-2017 to 10-21-2017 4 |
22 23 M 35 W 2T 2B Mon 10116 Tue 10M17 Wed 10118 Thu 10/18 Fri 10/20
2% 30 8:00 am

5:00 am

Then hover over the icon by the name of your appointment and a box will appear.

Edit Appointment Times
A. Click the Edit icon if you wish to edit the starting or ending times of your appointment block.
B. In your Outlook calendar when meetings are added, they will appear in Starfish and student appointment times
are no longer available.

Cancel Appointment Times
A. Click the Cancel icon if you wish to remove the block of advising hours from your Starfish calendar, which will

prompt an email to remove these hours from your Outlook calendar. A message will be sent to any students
who have scheduled appointments. You will also have an option to send a personalized message to these
students.

B. Click the Cancel icon

services ~ nts

Cé Office Hours % Appointment %Gmup Session f& Reserve Time | | # Scheduling Wizard

Agenda Day Week

Time Scale ® 5d:

Men 10/9 Tue 10/10 Wed 1011

6:00 am

7.00 am

®  Advising Hours

8:00 am m Advising Hours

@ 10-08-2017 at 8:00 am Participants
@ Cld Main, Ry 01

] |

©:00 am

1o0am @ # Edit | | © cancel
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Document Appointments

Starfish allows you to record attendance and input comments following an appointment.

First, click on Appointments followed by the Week tab.

Appointments -~ H Search for Students Heather Martin ~
4 - »
ST G, Office Hours 2 Appqin Group Session [ Reserve Time || # Scheduling ‘Wizard
L (] Q

s M T W T F §

1 2 3 4 5 6 T

3 9 10 112 13 14 Agenda Day Week

15 16 17 13 19 20 21 Time Scale ® 5 day 7 day 10-15-2017 to 10-21-2017 4 |
22 023 M 25 26/ W . Mon 10M16 Tue 10M7 Wed 10/18 Thu 10/19 Fri 10/20
29 30 8:00 am

5:00 am

Then hover over the calendar icon by the name of your appointment and a box will pop up. Click on Outcomes.

© sign Up O Sign Up

f2é) R (10!

DETAILS PERSON INFO

@ Tomorrow at 10:00 am
9 Office Appt. - Old Main, Room 101
€ Registration f Class Schedule

€ Outcomes || #* Edi

11



A. If a student does not attend a meeting, you may prompt the system to email the student.

Click the Outcomes tab and complete the following:

-Check the “Student missed the appointment” box. Click Submit. The student will receive an email to
reschedule.

If additional comments are necessary, complete the following:

-Click “Send a copy of note to student” and enter comments in the box below. The student will
receive an additional email with the comments.

After a student attends a meeting, click the Outcomes tab. You may enter the start and end times of the

appointment and/or use the Comments box. If you would like the student to have a copy of the comments, click
“Send a copy of note to student” and the student will receive an email with the comments.

Edit Appointment m

Scheduling QOutcomes SpeedNotes
Time @ £00 am to | Acty
Attendance | Student missed appointment
Email Send a copy of note to student
Comments

Comments are notes about the appointment, viewable only by you and other pecple with whom the appointment is shared. These notes can
be edited only by you before or after the appointment for record-keeping purposes.

ﬂ Student View: This appointment and the notes associated with it are disclosable to the student under FERPA.

ﬂ Permissions: People with the following roles may be able to see this appointment if they have a relationship with the studeni(s):
® Academic Leadership

12



View Meeting Details

Meeting details can be viewed by accessing the student file for each of your advisees. Click on the Students tab and
change the Term to Ongoing (must be done first), then check to make sure you have the correct Connection.

& HeatherMartn 4 [C)

UNIVERSITY

M Minot State

My MSU Student Services Tutorials Starfish
A

-
Appointments ~ Students ~ Services - Search for Students #4~1 Heather Martin ~ | help|logout

n Term n Cohort Additional Filters

My Students Tracking

H,F\ag %Kudos ﬁbsuccesa Plan Message _?‘,Nnte & Download

Search Connection

Student Name, Ussrname, or 1D Go Advisor

Click on the student’s name and the student file will appear. Select Meetings to view appointment history and upcoming
appointments. Click on the + icon to view your comments from previous meetings.

Haley Mae Hildenbrand

%Appointment & File

& Overview Date / Time Reason Scheduled By With Location

& Info (3] ) 11-01-2017 at 1:00 pm grrligrrgtt;;t'ircr;nsfer Haley Hildenbrand Heather Martin Old Main, Room 101
(Canceled)

B- Success Plans m 11-01-2017 at 1:00 pm CF;I'rii(;rri‘tt;;t':'gﬁnsfer Haley HIgenorana Hedmer Marun Old Main, Room 101
(Upcoming)

= Courses . )

P 10-09-2017 at 8:00 am (No Priority Transfer Old Main, Room 101
Crientation
™ Tracking Show)

2 Notes
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