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lml 
Appointment Types 

AJI Appoint:ments 

D Available Only 

m My Calendar 

Calendars I Manage 

Desele-n.AII SelectAII 

D Arnold, Kat:hy 

D David, Ef'"ic.e 

D Fisk. Juliann 

D Izzi, Shalien 

D Stent:on, Christine 
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19 
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Agenda Dey 

·1 OSi~nUp 

0 Sign Up 

0 Sign Up 

--------IOSignUp 

0 Sign Up 

0 Sign Up 

Q Sign Up 

--------1 0 Sign Up 

0 Sign Up 

0 Sign Up 

0 Sign Up 

--------IQSignUp 

0 Sign Up 

0 Sign Up 

0 Sign Up 

0 Sign Up 

12:00 pm 

Add Appointment 

Sclileduling 

Calendar My Calendar 

Monday, August 22 

FW 

···-With------------------------------~ 

• People in 

• Stude111t 

• Wilen 

• !Reason 

Course 

• Sharing 

@ Active terms 
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Starfish 
Scheduling Guide 

3. In the People in field, select the appropriate Term for the student. 

4. In the Student dropdown, enter the student ID number. Starfish will find 
matching students with whom you have a relationship. Select the 
appropriate student from the list. 

5. If you used the Appointment method instead of the Sign-Up method, 
specify When the meeting will take place (date, start time, end time). 

6. Select the Location in the Where dropdown list. You may see options such 
as Student Services, Zoom, and Telephone. 

7. Select a Reason for the meeting. The reasons available are based on the 
student you selected and the Appointment Types that the institution or 
department/program have created for you. 

8. If relevant to the meeting, select a Course from the list presented. 
9. Select the appropriate Sharing settings for this appointment. 

10.Enter a Detailed Description (displayed on the right-hand side) which will 
be emailed to you and the student. 

11.Select Submit. The appointment will be displayed on your Calendar, Home 
page, and Recent Changes channel. Additionally, the appointment, along 
with the detailed description displays on the bnd n
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~I Abad'.a, Udokai (12 00 pm) 

UdokaAb-ada 
2132533 

DETAILS PERSON INFO 

0 Tomorrow at 12:00 pm 

Office Hours 

~ 

0 Scheduled: Todaiy ait 10:09 am 

'9 Zoom 
O This me,eti11g is a test 

IO Outcomes 11, Edit 11 0 Cancel I 

Starfish 
Scheduling Guide 

Manage Appointments 

To view and manage existing appointments, you can navigate to your Day or 
Week view. Once there, you simply click on the calendar icon on your calendar 
and the Appointment pop up card will display (as shown below). In this pop card, 
you can edit or cancel an upcoming appointment and add or edit the outcome 
details. If configured 
on your Starfish 
system, you may be 
able to use 
SpeedNotes to 
document common 
outcomes. 

Edit Appointment 

1. Hover over the 
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Edit Appointment I Never Mind I Ehli 
Scheduling Outcomes Speed Notes 

L 
Time 0 I ] to I Actual End Time I 
Attendance 0 Student missed appointment 

Email 0 Send a copy or note to student 

Comments 

Comments are noles about the appointment, viewable only by you and other people with whom the appointment is shared. These notes can 

be edited only by you belore or after the appointment for record-keeping purposes. 

Q Permissions: People with the following roles may be able to see this appointment if they have a relationship wilh the student(s): 

• Calendar Manager 

• Student Services Leadership 

• General Advisor 

• Front Desk Agenl 

* Required fields I Never Mind I Ehli 

Starfish 
Scheduling Guide 

Complete Outcomes for the Appointment 

This step should be completed once the appointment with the student is officially 
over. This step allows you to document your interaction with your student 
appointment. 

1. Hoveruden
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Cancel Appo inunent 

Are you sure ~101..1 want to ca eel your 12:00 PM aippoi ment wilh Abaidla, Udoka? 

You can se11d Uitiis pers,o a messag,e ,explai11ing w y you hav,e to ca eel. Thiis. mes.sage vv.ill be savedl 
wrnh th,e app oi11t1 e 1101,es: 

* R,eqll 

messag,e 
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