Using Starfish to Schedule Appointments
for New Student Orientation

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.
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Enter the Title of Advising for your appointment, noting that you are the only one who will see this — not the
student. Click the online location option. Choose one hour for the length of the appointment. Add any
instructions that are pertinent (see examples below). The instructions will be emailed to the student after the
appointment has been made. Select the Advising Appointment Type. Click Next.

Scheduling Wizard

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 Hours

* Where? Microsoft Teams

* How long? 1 hour u minimum appointment length

1 hour u maximum appointment length n "
Include instructions students
* Appointment Types Select the types of appointments that can be made in these office hours

should be aware of! These are
Note: You can select multiple non-recurring appointment types but only

one recurring appointment type tOpiCS you mlght consider!

["] Academic Support Advising
[] Instructors

Instructions

These will be visible to anyone who makes an appointment

We will hold our advising session via Microsoft Teams. Please take a few minutes to download the Microsoft Teams app, if you haven't already,
https://teams.microsoft com/downloads. Login with your @ndus.edu email | will plan to give you a call at the designated time. If you don't answer, you
can certainly return my call in Teams, as welll Remember all appointments are scheduled in Central Standard Time (CST). If your appointment no
longer works, please cancel the appointment in Starfish and find a time to reschedule |

v
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Edit Office Hours - Advising Hours

* What time? 2:30 pm to |3:30 pm

* Where? |#! Microsoft Teams

* Office hours Type 9 Scheduled Appeointments Only

Only take scheduled appointments

* How long? 1 hour u minimum appointment length

1 hour u maximum appointment length

% Appointment Types

1#| Academic Support
- Instructors

Instructions Start/End Date

These will be sent to anyone who makes an appoiniment.

We will hold our advising session via Microsoft Teams. Please take a few minutes to download the Microsoft
Teams app, if you haven't already, hitps:/fteams.microsoft.com/downloads. Login with your @ndus.edu email_
| will plan to give you a call at the designated time. If you don’t answer, you can certainly return my call in
Teams, as welll Remember all appeointments are scheduled in Cenfral Standard Time (CST). If your
appointment no longer works, please cancel the appointment in Starfish and find a time to reschedule.

* Required fields

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

-

¥/ Advising

-

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.

Tue 10f10

2:00 pmi Start Time End Time
5:00 pmi tart Time End Time
Start Time End Time

&© Add Another Block

© Add Another Block

Cciober 9 - October 13, 2017

Wed 10M11 Thu 10412 Fri 10/113
10:00 am 11:00 am Start Time || End Time Start Time || End Time
Start Time | |End Time Start Time || End Time Start Time || End Time
Start Time | |End Time Start Time || End Time Start Time || End Time

©  Add Another Block © Add Another Block ©  Add Another Block

o [ < oo ] |

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

Starfish calendar.
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* Scheduling Wizard

You have added biocks atthe following fimes:
® 11012017 ram 1:00 pm to 2:00 pm
® 11022017 rom 1:00 om fo 2:00 pm
® 11072017 from 1:00 om o 2:00 om

11-08-2017 from 2:00 am to 10:00 am
11-13-2017 fram 2:00 pm 10 3:00 pm

11-16-2017 from 8:00 am fo 10:00 am

11-20-2017 from 10:00 am to 11.00 am

11-21-2017 fram 200 pm 1o 3:00 pm

11-26-2017 fram 10:00 am fa 11:00 am

12-01-2017 from 11:00 am lo 1200 pm

12-04-2017 from 2.00 pm te 3.00 pm

12-05-2017 from 100 pm 1o 200 prm

12-07-2017 from 300 pm o 4:00 pm

Oy Office Hours | Eg Appointment | | W Group Session | fgEvent || [y Resene Time | | 7 Scheduling Wizard

Agenda Day Week

Time Scale @ Sday ) 70ay 10-29-2017 t0 11-04-2017 4 »
tan 1000 Tue 1031 Wed 111 Thu 1112 Fri 113

200 am

1000 am

1100 am

12:00 pm

PTO Advising
100 pm © signup @ signup
200 pm

PTO Advising - Meeting T E - O %
+ Accept~ CJ @1 F Fall 2017 ¥ Move - ﬂ 3 Mark Unread é‘« # Find Q
A (=
2 Tentative~ < 5 €4 To Manager = Rules~ Categorize = [ Related -
Prose Respond  Meeting  Calendar | 7. o Assign Translate Zoom  Reply with
NewTime+ = Notes Policy~ I Follow Up~ L It Select- Meeting Poll
Delete Respond Meeting N... Calendar Quick Steps ] Move Tags ] Editing Zoom FindTime ~
Wed 10/11/2017 10:59 AR
Starfish Calendar <calendar-ops-ash4@dostarfish.com>
PTO Advising
Required Bl Martin, Heather
@ Please respond.
The organizer created this meeting in the following time zone: America/New_Vork.
‘When Thursday, November 16, 2017 9:00 AM-10:00 AM
Location Old Main, Room 101, 701-858-3265
A Thursday, November 16
=
g | PTO Advising
Old Main, Room 101, 701-858-3265
Starfish Calendar D
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 S-10AM
Where:
0ld 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 appoir If you will be meeting in person, please arrive 10minutes |~

3
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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

- — ——
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Edit or cancel Available/Scheduled Appointment Times

First click on Appointments followed by the Week tab.

Heather Martin ~

1 October 2017 ] "
clober M G},Ofﬁce Hours %Ap %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
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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
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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.

& HeatherMarin 4 ¥ (D)

$ Minot State
M UNIVERSITY

My MSU Student Services Tutorials Starfish

= A
Appointments ~ Students ~ Services - Search for Students #4~1 Heather Martin ~ | help|logout
My Students Tracking
H,F\ag %Kudos ﬁbsuccesa Plan Message _?‘,Nnte & Download n n
Search Connection Term Cohort Additional Filters
Stugent Name, Userneme, or 1D Asor TR

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.

Y )
M UNIVERSITY

My MSU Student Servic

™ Flag | | % Kudos Message =, Note £, Appointment | | & File
it (+]
& Overview Date / Time Reason Scheduled By With Location
_ - Priarity Transfer Cld Main, Room 101
o ino I 11-01-2017 at 1:00 pm oo e
(Canceled)
A Success Plans &) 11-01-2017 at 1:00 pm Priority Transfer Old Main, Room 101
) Orientation
{Upcoming)
I Friority Transfer Old Main, Room 101
E“.l 10-058-2017 at 2:00 am (No Orientation :

Show)

I Network

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.
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