
 

Starfish Quick Start Guide 

  

“I made a 

difference for 

that one.” 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Students in the top frame 

navigation. 

2. Search for a student by… 

1. Typing the student’s name into 

the Search field 

2. Choosing your Connection to 

them 

3. To organize your students list by flag, 

select the Tracking tab. 

1. You can sort the list by flag 

name and/or flag status. 

2. You can comment on flags from 

here. 

Find Your Students List 



 

 

  

1. From your Students list, click the 

hyperlink of a student’s name.  

2. This brings you to the student’s 

folder. Depending on your level of 

access, you will find information on… 

1. Appointments (past/upcoming) 

2. Grades (past/current) 

3. Notes (you added/shared with 

you) 

4. Tracking history 

(raised/cleared) 

3. From the student folder you can… 

1. Raise a flag 

2. Add a note 

 Anywhere you see a student’s name as 

 a hyperlink will take you to their student 

folder. 

View a Student Folder 



 

  Configure Your Profile 

1. Click Profile in the top frame navigation. 

2. Edit your contact information. Then, 

select the email address(es) where 

Starfish notifications should be sent.   

3. Upload your photo to help a student put 

a face to your name.  

a. Select the Upload Photo link. 

b. Browse for a photo on your 

desktop (JPEG, GIF, PNG). 

c. Click the Upload Now button.  

4. Complete the General Overview and My 

Biography sections so students can 

learn more about you. 

5. Click the Save button.  

 Students will see your profile information 

when they click to view your  

online appointment calendar. 



 
Email Notifications 

1. Go to Profile. Then choose Email 

Notifications. 

2. Under Appointments 

Notifications and Flag 

Notifications, set your 

preferences for if/when you 

want to be notified of 

appointments and flags. 

3. To receive iCal attachments, 

check the boxes to receive an 

individual email every time 

there is a new or cancelled 

appointment. 

4. Click the Save button. 

 You can change your email 

notifications settings  

at any time. 


