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Using a To-Do in Starfish
Raising a To-Do

e After logging into Starfish, you can search students through the upper right hand corner

or through the “hamburger” menu:
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e Select the My Students tab and double check your Connection to students
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e After selecting student(s) and checking the appropriate box(s) click on To-Do
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e Select the To-Do for the student:

Create To-Do for Student’s name

* To-Do

(¥ 'Get to Know' Campus Resources -
Prompts students to look at campus resources
* Disclosable under FERPA

Course Context
Comment

(¥ Attend Block Party!
Prompts students to attend Block Party

~ Complete New Student Orientation
This To-Do is a prompt to complete NSO
* Disclosable under FERPA

& complete Safe@Weber
Prompts students to complete the Safe@Weber program
* Disclosable under FERPA

(¥ Finalize Your Financial Aid
Prompts students to finalize their Financial Aid

‘ & Permissions: A tracki
* Disclosable under FERPA

 Graduate School Fair
Prompts students to attend the Graduate School Fair

* Rimalannbla iimcdas EEDDA

* Required fields
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Create To-Do  Stydent’s name
e You can add a Due Date

#* To-Do Complete Safe@\Weber

Course Context No Course

e You can assign it to yourself

(Recommended) Assignee @ Unassigned
_ Other Provider
e The comment box has the links
Comment Complete Safe@Weber, to learn about <a

and information necessary to
complete the task

href="hitps /fweberedu/womenscenter/safeatweber html™=Campus
Safety=/a=

& Student View: The student can view this item and the notes entered above.
@ Permissions: People with the following roles may be able to see this tracking item if they have a
relationship with the student(s):
@ College Advisor - Arts and Humanities
@ Student Success Center Advisor



e Email that is generated to student when a To-Do is raised in Starfish:

[Starfish] To-Do: Complete Safe@Weber inbox x 5B
danieljensen3@weber.edu 410 PM (7 minutes ago) 7 4=
tome =

De=ar  Student’s name

| have added a new To-Do to your student folder. Below you will find the details of this task. If you
have additional queastions or want to clear this To-Do item, please reply to this email.

To-Do: Complete Safe@\Weber

Comments: Complete Safe@\Weber, to learn about Campus Safefy.
Due Date: Mo due date

We care about your success!

Sincerely,

Daniel Jensen

*Completing the task, does not automatically clear the To-Do in your Starfizh folder. Please email
me to have this task cleared.



Clearing a To-Do
e Once the student informs you that the task is complete, you can clear the To-Do

Click on the Student’s name to open the Student folder and select the Tracking tab
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e You can add an extra comment, as needed

Clear to-do for Student’s name

Show teo-do details

Add a comment:
Great jobl

# Required fields Never Mind

" The to-do was completed.




