‘ %‘*Sta rfish Getting Started Guide
Faculty & Staff

Welcome to BroncoConnect, powered by Starfish®

BroncoConnect gives you a convenient way to keep track of your students — raising flags when you
observe a pattern of behavior that concerns you, ensuring that the people on campus who can intervene
are aware. It also allows your students to easily book an appointment with you or someone else who
can help.

Getting started is easy. Accessible through your existing systems (often your Learning Management or
Student Information system), BroncoConnect will automatically display all students that you have been
assigned or are enrolled in your courses. Log in to your BroncoConnect Home page in one of three ways:

1. In Canvas, click Account, click Profile, and click the link to BroncoConnect; OR
2. In myBronco Portal, under LaunchPad, click the link to BroncoConnect; OR
3. Logdirectly into BroncoConnect.

From there, you can raise flags about students, review flags that have been raised about your students,
and provide additional information

This guide highlights the steps for completing four common tasks in BroncoConnect:

1. SetUP YOUT Profile. .. 2

2. Setup your first Office HOUrs BIOCK .......coevieiiiiiciiieeee e 3

3. Respond to a Progress Survey for students in your COUrSEes .......ccevvvecciviiireeeeeeecccnnnnen, 4

4. Raise a Flag on one of your STUENTS .........uvveeiiiiiiiiiiiiieeeec et ee e e e e 5
Frequently ASKed qQUESTIONS .....cciii it e e e e e e e e e e e e eantre s e e e e e e e ennnns 6
How do | change how | am emailed by BroncoCoNNECE? ........cccvveeeeiieeeeciiee ettt e 6
How do | get more detail on a StUENT? .......ooiiiiiii e 6
HOW do | cancel OffiCE NOUIS? ......ii ittt e e et e s raae e ebe e e nnes 6
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https://uncfsu.instructure.com/
https://mybronco.uncfsu.edu/
https://uncfsu.starfishsolutions.com/starfish-ops/session/casLogin.html
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Setup your Profile

Some of your profile, such as your contact information, is imported from your
LMS or SIS.

Don Maitz

institutional Profile

1. Click on your name in the Top Navigation bar and select the

Appointment Preferences

Institutional Profile tab.

Emall Notifications

2. Help students put a face to your name by using the Upload Photo link
beneath your existing photo or placeholder to upload a photo. Help

Browse to a photo file (.jpg,

.png, or .gif), and then click

Yasmin Gold

the Upload Now button to \ognsuee  TataétLagnPace E
update your phOtO. e pastens) AALZLA L et 0T EALATAT G M 10U
Phorn '.-::‘"" - Sl d Fabda livars
3. Edit your Phone and add an NS invisi
Alternate Email address to e BeIaS Eat Ay Enad .8

have BroncoConnect send o prralll L) o

email to an address other —

than your institution email. Select the Both radio button to receive email at both accounts.

4. Double check that the Time zone selected matches your time zone. This time zone will be used
when including appointment times in emails from BroncoConnect.

5. Add information to aarsd Ovarion
the General Do TS L NS S AP REAY
Overview and My ) MV YOGS DVAAS B 714t rrned
Biography sections N

to let students know
a bit more about

you.

This information will appear to students who can make appointments with you in
BroncoConnect.

6. Click the Submit button to save your changes.
Notes:

For more information and additional profile settings, reference the End Users’ Guide to Connect. You

may also find the following BroncoConnect Two Minute Tips helpful:

e Update your BroncoConnect Profile;

e Update how you are emailed about Flags To-Dos and Referrals ;

e Update how you are emailed about Appointments
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http://help.hobsons.com/Starfish/FI3VYgGm6zb3OWi2R2d2/Help/Admin/Rollout/FacStaffConnectGuide.pdf
http://youtu.be/_a6WoFiM2l4
http://youtu.be/fSTg2fg01G4
http://youtu.be/rnqxbn4upaQ
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Setup your first Office Hours block

The first time you log in to BroncoConnect, BroncoConnect will provide a ‘wizard’ to walk you through
setting up your office hours, which enables students to schedule time with you. If you do not wish to
complete the wizard just yet, check the box labeled “Show me this Office Hours Setup Page again next
time | login if | don’t have any Office Hours”, and then click the Close button.

If your office hours are different week to week, follow the “If your office hours don’t repeat weekly,
click here” link.

If your office hours recur: ) )
Office Hours Setup Wizard

1 Complete the fields If your office hours don't repeat weekly, click here.
presented to specify: Go ahead and get started by adding one time block for now! You can always add
more later.

e What day(s) do you have

1. What day(s) do you have office hours?

Om OT Ow OT OF IS5 Os

office hours? - check the
boxes for each day.

. 2. What time are your office hours?
e What time are your

office hours? - enter a Enter Start Time | to |Enter End Time
start and end time. 3. Where are they?
e  Where are they? - select Type inanofice [
the Type of setting and Details Enter an office location
Instructions Knock once and enter

enter the Details in the
field prowded (eg the Show me this Office Hours Setup Page again nexttime | login if | don't have any Office
building and room Hours

number of your office).

. Set up Office Hours
e Ifrelevant, provide

Instructions for students

who make appointments with you.
2. Click the Set up Office Hours button to save your office hours.
Notes:

To setup additional office hours or make any changes, use the buttons on your Home or Appointments
page to Add Office Hours, Add Appointment, Add Group Session, Reserve Time or use the Scheduling
Wizard.

Each of these options is discussed in greater detail in the End Users’ Guide to Connect. You may also find

this Two Minute Tip on How to Create Office Hours helpful.
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http://help.hobsons.com/Starfish/FI3VYgGm6zb3OWi2R2d2/Help/Admin/Rollout/FacStaffConnectGuide.pdf
http://youtu.be/OyjUVllucK8?list=PLrISg2rzQL5bIWqr07FVdPbOZ_Gir_HCx
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Respond to a Progress Survey for students in your courses

You will receive an email reminder when there is a new survey for you to complete. Each individual
survey presents a student roster for one course section on whom you can raise flags.

1. Select the progress survey link

on your BroncoConnect Home O 1 R || W ne e |t || 7 ik |
page to go the Progress Surveys 42

tab. (only visible when you have
active surveys).

The selected survey oy | | W Son S S
opens, listing your 7
students on the left, e 6 w1 B g, Vi 0 Tee En” ey 1700 94 509 2 Lt s v P o r¥1 ot o
and items you may e L

raise across the top.

-ty of Mty

2. Check the box for
each desired item/
student . .
combination. .

Click the comments

icon (“8) to open a e m::r:zsm
text box for your

notes.

Foor Academic Performance
In ganger of tafing A[s 0 Visit AcMsing Cend

Click the information icon (£9) associated

whan a student s in danger ol taling after d

with an item to verify whether or not the Wiy
* Thin Nag is visidés 10 the student

student can view the flag and related

comments.

3. Click the Submit button only when you are finished providing feedback. The items you selected
will be raised on your students when you submit the survey.

Once you have submitted the survey you will not have an opportunity to add to or undo the items
you raised. Use the Save Draft option if you aren’t ready to submit your survey.

Notes:

You may be asked to submit more than one course survey if more than one of your courses has been
included in the survey plan for your institution. They will be listed in the drop-down menu on the
Progress Surveys tab.

Watch the Two Minute Tip on completing a progress survey for a demonstration of this feature.
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https://www.youtube.com/watch?v=3zXxAFw-jd0
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Raise a Flag on one of your students

When you have a concern with a particular student, raise a flag, to-do, or referral to communicate your
observations. The appropriate individuals will be automatically notified when you save the item.

1. Click on the Students

naVigation item to See your Qesrvive Wy Stodenms Trackng ntowe Zsom I» Attendance

list of students. ~proy |y preme | g | e [ ooty foon v | (6
2. Find the desired student by = [ | T u'i“ Dm"

typing the name into the wccess S

Search box. _——

= Starfish 1Q

Progreas Surveps

dg Progasctive et

MG nensl Fitms [+]

[

3. Click on the student’s
name to bring up the
Student Folder.

e

. I

A Sanees Men

Click the Flag button.

Acacmee Yars

A list of flags that you

Randi Albright x

S Wbe  fy e fo Suecma e b Acaseras My I Metsage

Student Information
W Fret Gecsonon Saoer? Y
W Napr Fosclred Feanos

W AT MerOerien Saeted Wierow

& N

have permission to
raise on this student
is displayed.

5. Select the desired Flag from the
list.

6. If relevant, select a course from
the Course Context, drop down
list, and enter notes in the
Comment box.

7. Click the Save button.

Notes:

The Student View: indicates whether
the student can view the flag and the
notes you include in the Comment
box.

The Permissions area lists roles that

have permission to view the selected
flag and the notes you include in the
Comment box.

Raise Flag for Randi Albright

* Fiag oo scaremst Putinmianc

™ Atendance Concern
Cowne Costext

™ In danger of tating
Commment

‘ M Poor Acadesic Performance
Ul pie tackon
|

D@ Stdont View: The student can view Bis ftom sed the notes entered above.
& Primaa
Aations hip wih Mo S1u0eels )
@ Instucie
® Major Adaer
® TormReatonshipAdds or
@ Primary Adasor

Rales Bys when 3 shadent i2a? slendng dass reguiamy
when 3 shudert 12 1 danpér of Iading Mer 4 weeks in to term

[Raise Bys witan o shadent & not nvwrmq weil in G358 across
.

o Peopie with I 1lowang role s musy Se A0 10 Sas I IES0Hng Mem it ihey ive »

|
.
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Frequently Asked Questions

How do | change how | am emailed by BroncoConnect?

BroncoConnect will email you a calendar item for each appointment and a
summary of flag activity for your students. Use the Email Notifications tab of

your Profile to modify details of how and when you receive these

notifications. For more information see:

Yasmin Gold

Institutional Profile

Appointment Preferences

Ernail Notifications

e Update how you are emailed about Flags To-Dos and Referrals ;

How do | get more detail on a student?

Update how you are emailed about Appointments

Click the hyperlink associated with the student’s name wherever you find it to reach the Student Folder. (e.g.
in the student list, on an appointment, or in a progress survey).

How do | cancel office hours?

Cancel one occurrence

Select the day from the calendar, and hover (don’t

click) over the icon associated with the Office
Hours on the desired day(@).

Click the Cancel button and select, “Just this one”
from the pop up Office Hours card presented.

Cancel a series

From the Agenda view, hover (don’t click)

over the Office Hours icon (O) next to an
office hour title.

Select Cancel from the pop up Office Hours
card presented. (If the day you have selected
on the calendar includes an occurrence, you
will have the option to cancel “Just this one”
or “The entire series”)

15 141 ]
D Mo D »ws»
T M » 0

it |
Aapete i Types

Al ApportsTarts [+
Axnbabis Oy

® ,
Caleraiary | Manage

Day Wheos Schertchn

'9ﬁ II
O At
O An

O A
D FITING A T0M
C At © Abrg Tevar Nz 102
s OCucd = O Wieia
9 vaite
S Tesrhre mens
B
" .
3 teem e o A bobae
" "
EWn D NE
.. Gold, Yasmin
-
=
Mewtings on 09-21-2015 Muailabiny
e
P SR UL T - AN
0 Sosored ‘o et  Co b
[rT

WO 20T M 10 e

B
s 1 L0

¥ Mty e e o |10

Otaum + O was }
o e

FUR T

© 2015 Hobsons Inc. | Proprietary and Confidential

Page 6 of 6


http://youtu.be/fSTg2fg01G4
http://youtu.be/rnqxbn4upaQ

