Getting Started Guide to Starfish

BN conneeT
' To Success!

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 homepage. Starfish includes access to a
customizable profile and personalized channels that make it easy to schedule the dedicated time you
need with your faculty, advisors, and various campus support services. Login using your Guttman portal
username and password (my.guttman.cuny.edu).

GUTTMAN

COMMUNITY COLLEGE

Welcome Christopher

| & Sign Out

Today's Events

No announcements to display. e > The Guttman
Suggestion Box
e > General Health and

Sexual Health
Resources, Wellness
e > Registrar Resources
e > [T Resources
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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. 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.

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

®,

«» Set up vour profile

Begin by setting up your student profile. Your profile lets faculty, advisors, and staff know who you are
and how to contact you. It also gives you control over how you wish to receive emails.

1. Open the navigation menu and click your name, and then Profile to open your profile.

2. From here, you can customize your profile by uploading a new photo (must be a photo of you),
setting appointment reminders, and adding a secondary email address for receiving Starfish
emails.

3. Once you have made your desired changes to your profile, click the Submit button to save your

updates.
= Starfish

FERPA standards proteci student data

Christopher Roth Last login: undefined undefined]
Contact Information
Login

Institution Email

Alternate Email

All notifications will be sent to your institution email address.

Upload Photo [[] Also send notifications to my alternate email address

Christopher Roth

Profile ‘.

Logout

>

Cell Phone

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
[J Emailme 15 n minutes before the start of an appointment

[ Email me at | 9:00 am u the day of = an appointment

* Required fields Never Mind m
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<+ Connect to people and services that can help you

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 services and
online appointment scheduling.

Messages

Select Messages to display messages sent to you in Starfish. Click on any message in the list to display
the full contents of that message.

= Messages

™ Messages
Past 6 Months v
@ Christopher Roth, Information Technology, 10/10/2018 4:00 PM EDT - New
Christopher Roth
10-08-2018

% [Starfish] System Test
Christopher Roth
10-06-2018

My Success Network

Select My Success Network from the navigation menu to display your personalized network. This channel
lists the people and resources that are available to assist you. For each person or service listed, you will
find contact information, and, if online scheduling is enabled, a link to schedule appointments.

= My Success Network

How can we help?
Your Connections

@ Jennifer Smith Cayden Nunez

Career Strategist Instructol

@ Suzanne Terra . @ Lisha James -
Financial Aid Counselo Instructor

Your Services

G Jerns

Direct Connect eTerns eTutoring

Connect and collaborate with Guttman Peer eTemns provide ePortfolio assistance for students The eTutor ing pl atform will provide you with support
Mentars! A Direct Connect is a 30-minute Ton1 and faculty. They also assist with badging. in writing, math and a variety of other subjects.

conversation with a Peer Mentor on various topics
ncluding: time management, study skills and tast
taking strategies, organizational tips, getting
nvolved/Guttman resources, your job of infemship
experience, and your overall Gutiman experience

SCHEDULE CALL -
Financial Aid Office Library & Research Assistance Meet-Ups
The Financial Aid Office assists students with Contact a librarian if you need help developing your Meet-Ups are collaborative group study sessions
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Courses

Select Courses from the navigation menu 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:

1. Schedule Appointment

2. View Attendance if your instructor records via Starfish

3. Raise Your Hand to request help related to a course:
a. Click the Help Me With This Course icon in the upper right corner next to any of the
courses in which you are currently enrolled.
b. This will bring up the Raise Your Hand form. Select the type of help needed from the drop
down menu and give specific details on how staff can assist you.
c. Click the Submit button to submit your request when you are finished.

= Courses
Al v
7= The Arts in New York City (LASC-200-145-1189-2) » ®

NETWORK = ATTENDANCE h

Cayden Nunez
= @outtman cuny.edu

u l
CREDIT HOURS

3

INHLSNI

=
=1
@

Raise Your Hand Never Mind m

* Type | Have a Question for My Instructor

Course The Arts in New York City (LASC-200-14S-1189-2)
Details Where do | find the course syllabus?

* Required fields

N
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Make an Appointment

1. From My Success Network, click the triangle beside the name of the person you want to schedule an
appointment with, and then select Schedule.

Your Connections

Schedule h
Jennifer Smith
@ Career Strategist Email
@ Cayden Nunez e
Instructor
View Profile

Lisha James
v
Instructor

2. For services where appointments are available, select Schedule for the desired service.

Meet-Ups

Meet-Ups are collaborative group study sessions that are facilitated by
Academic Success Meet-Up Mentors. Because Meet-Up Mentors
attend classes and work closely with faculty, they are prepared to
support youl! Students in any section are encouraged to drop-in to
com;@ls&gnments, prepare for exams, and master the material

SCHEDULE CALL s

3. Select the type of appointment you want to schedule and choose a reason from the list (1) and select
Continue (2).

X Schedule Appointment

Cayden Nunez

Instructor

What do you need help with?

Teaching ~
@® Course add / withdrawal h © Course tutoring
O Discuss grades © Discuss prior course work
O General visit O Review exam or quiz

CANCEL » CONTINUE
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4. Adjust the date range as needed to find days and times that work for your schedule (1), select a time

from the list (2), and then select Continue (3).

X Schedule Appointment

Cayden Nunez

Instructor

What day and time works for you?

Show: i -
02-06-2019 02-20-2019 Al session types
Tuesday, February 12 16 available
&« February 2019 -
Su Mo Tu We Th Fr Sa 10:00 am - 10:15 am 15m 10:15 am - 10:30 am 15m
604 604
- poE
© 10:30am - 10:45 am 15m 10:45 am - 11:00 am 15m
10 1 12 | 18 14 15 | 18 604 604
17 |18 |19 |20 | 21 22 23
|2 |26 |27 |28 11:00 am - 11:15.am 15m 11:15 am - 11:30 am 15m
604 604
BACK “ CONTINUE

Complete your sign up by adjusting any details, such as duration of appointment (1) or course (2) if

applicable, and add a description for why you want to meet (3). Click Confirm (4) to finish scheduling
the appointment. You will get an email with the appointment details and the appointment will be listed

on your Dashboard.

X Schedule Appointment

Cayden Nunez

Instructor

Does this look correct?

Date and Time
Tuesday, February 05
12:30

g

Location
604

BACK

Reason for Visit

Discuss grades Change

Course

If you want, tell us a little bit about what's going on so we can help

=

» CONFIRM
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+ Stay on track

Dashboard

Your Dashboard displays upcoming appointments and date-based tasks on the left to help you plan your
week (1). The right-hand column of your Dashboard highlights items that require your attention and may
include flags related to your class work, recommended referrals to campus support services, specific
tasks to complete called to-dos, and kudos acknowledging your achievements (2).

© system Announcement:

Welcome to Starfish! Have a question? Email the Starish Implementation Team.
&2 Dashboard u (D Display hidden items

THURSDAY TODAY | pacent Kudos

3:00 pm > % W Great Community Days Work!
Appointment

@ Reason: eTem Assistance

@ The Den (105)

@ christooner Roth e
]- Missing/Late Assignments

@ Raised by Christopher Roth

FRIDAY TOMORROW A\ 6Days PastDue
T& Introduction to Chemistry

€ Please submit your midterm paper -

: HIDE
=] Tutoring Referral
gmjdedhy Christopher Roth o) Tutoring Referral (=
Due Tomorrow
T=The Arts in New York City

@ Added by Christopher Roth
£ Due Tomorrow
T The Arts in New York City

Change an Appointment

Upcoming appointments will be listed on your Dashboard in the time line view (left column). Click the edit
icon (#") to modify the appointment or the cancel icon (X) to cancel it.

#& Dashboard
THURSDAY TOMORROW
12:30pm L

@ Appointment
@ Reason: Discuss grades
Q 604
@ Cayden Nunez

Plans

The Success Plans channel will display any customized success plans created for you. These plans
contain specific tasks with due dates. Click the View Details (1) button associated with a plan to display a
printable version of the plan.

= Success Plans

P Plans
P§-  Bridge Program Success Plan (Complete) »
Personal SWOT Analysis  Status: Resolved
Integrated Research Project with Group Presentation  Status: Resolved

Bridge Program Final Reflection  Status: Resolved
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Raise Your Hand

When you need help, you can reach out by selecting Raise Your Hand from the navigation menu. This
sends an alert to your advisor and the support area that can respond with assistance. The type (1)
options to select are:

e | Have a Question for My Advisor - Select this option when you have a concern or question that
you want to discuss with your advisor.

e | Have a Question for My Instructor - Select this option when you need assistance in a course.

e | Need a Tutor - Select this option when you need tutoring support.

e | Need Testing Accommodations - Select this option when you are requesting testing
accommodations. You must do this 5 business days in advance of an exam. This request will be

sent to your instructor, who will then notify the Office of AccessABILITY (OAS). OAS will
administer the test.

You will be asked to provide additional information such as the related course if applicable (2), and any
other details that might be helpful (3). Make your description as detailed as possible to ensure you get the
appropriate help needed and click Submit (4) when done. If necessary, follow up with your advisor,
instructor, or staff in person. If you are given feedback or a suggestion, take action!

= Raise Your Hand

® Raise Your Hand

You can "Raise Your Hand" if you have a question that you want to ask your SSA or Strategist, one of your instructors, or your financial aid
counselor.

Raise Your Hand

Course Select a Course...

* Type Select the type of help you are looking for.. W
Details Describe how we can help you. h

4

Getting Started Guide to Starfish - 8



Flags, Kudos, Referrals, and To-Dos

|~

*

achievements.

)

When you receive a flag, it is important for you to recognize it and take next steps. This is an
opportunity for you to improve. We want to help you!

When you receive a kudos, it is important to acknowledge your positive progress and

When you receive a referral, it is important to act on this recommendation. Schedule an

appointment with a provider through the services listing in your My Success Network or use the

contact information to get in touch.

When you receive a to-do, it is important to complete the specific action being requested. Refer to

any additional information provided and be proactive about completing the task.

Recent Kudos

*Kudos
*Kudos

| Flag

@ Raised by Christopher Roth
) Raised Today
ﬂ Please see me about your midterm

») Referral

@ Added by Christopher Roth
i Added Today

E,/ To-Do

@ Added by Christopher Roth
ff) Due 06-28-2019

HIDE

HIDE

HIDE
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