Getting Started — Faculty & Staff
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How to Login
@ Clovis Community College
1. Sign-in to your My Portal using your single sign-on
credentials o R
2. Once logged in, you can add the Starfish app to your o
Dashboard from the Apps Catalog e
¥ stamen

Setting Up Your Profile

1. Once logged in, click on Menu Icon.

2. Click on your name on the top navigation bar and
select the Institutional Profile tab

3. Fillin your contact information, title, general
overview, biography, and confirm the correct time
zone is displayed. Please use information you are
comfortable sharing with students and colleagues.

4. Use the Upload Photo link to add a photo to your
profile.

5. Select the Email Notifications tab and change
“Tracking Item Notifications” to your preference.

6. Once completed, select “Submit” to save updates.

€) system Announcement: Welcome to Starfishl

Nancy Chavero

Institutional Profile

Institutional Profile Appointment Preferences Email Notifications

Please fill out as much of your profile as possible; students will see some of this information depending on your role.

N ancy C have ro [Last Login: 12:42 pm September 13, 2018]
Login Page Default Login Page
Title

Contact Information

Login nc009@SCCCD.EDU Institution Email nancy chavero@cloviscollege.edu
Phone 55B8-325-5230 Alternate Email
Cell Phone Video Phone

Helead Fhot Send my correspondence to (®) Institution Email () Alternate Email () Both

[] Display all time zones Time zone (GMT-08:00) Pacific Time
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Accessing Rosters

Access your rosters and students by using the menu on the
left-hand side. Expand the Students drop-down menu to
access:

My Students Tab — Rosters: Find your class sections under
the “Connection” drop-down

Accessing Tracking Items

Access your rosters and students by using the menu on the
left-hand side. Expand the Students drop-down menu to
access:

Tracking Tab — Tracking Items: Allows you to view what flags,
kudos, and referrals you have raised and/or cleared

Use the filters provided to filter your students based on your
connection to them or the status of a flag. Most instructors
will only see their flags unless they have multiple roles and
connections to students, such as a counselor who is also an
instructor.

Steps to using the Tracking tab:

1. Find your class under “Connection” drop-down

2. View all submitted flags and the status of the flags by
selecting “Active and Resolved” under the “View”
drop down

3. Use the filter function to sort by tracking item status,
tracking item type, or by dates submitted.

Getting Started — Faculty & Staff

Home

Appointments

Students

My Students

Tracking

My Students Tracking

%, Flag || ¥gReferral | | g Kudos

Search

Student Name, Usemame, or ID

Py Success Plan || & Message || [%5Note || & Download

Connection

All My Students|

Counselor
| Instructor

All My Students

liazurg Rems makching crbeda

Active Resobved () Bot

Anyone
M

Additional Filters
A
W b & Feitonahgn ot
B Meetngs Seatus .
- Pians Tracking Typs
‘ Degre= Fars S0 n
Bem Mame
5 Arninibases
Created By L]
Course Comtext
D Daie
Creation Date

B o




