Outlook Integration into Starfish

Welcome to Starfish Student Success at Drake University. This guide will help you set up online scheduling for
students that integrates your outlook calendar and will only show students your available times.

Go to the vertical menu and select appointment

o preferences - this is where you will enter your office
location and any limits you want to place on appointments
using the scheduling deadlines section (no appointments
made same day, etc.) and minimum and maximum length
of appointment.

Profile i Email

Basics
Please choose your default settings for your office hours blocks. You can change these whenever you add a block of office hours.
Minimum Appointment length 15 minutes B
Scheduling deadline: © None
5:00 pm the day before the office hours
900am [ the day of the offce hours
1 hour(s) before the office hours
Allow drop-ins after deadline has passed
My Locations
Enter locations for your meetings with students. Meetings can be in an office, online, over the phone, or anywhere else you like.
©  Add Location

Type Name + Instructions
Office Old Main, Room 205

e Go back to the vertical menu and select email notifications

Institutional Profile
Appointment Preferences
Email Notifications

Help

Logout

fr Home

m Appointments v

Scroll to the middle of the screen, and make the

e selections indicated in this screenshot: select the box
next to “change to my appointments”; make sure that the
box is NOT checked next to “change to my office hours/
group sessions”; check the box “read busy times from my
external Exchange calendar”

Appointments Notifications

Planning Reminders ~ send me a separate email reminder for each appointment
send one email reminder with all appointments
© don't send me an email reminder
Send Planning Reminders: 9:00 am

the day of n the appointments

Appointment Alerts: ~ Send me an email 15 minutes before the start of an appointment
Send me an email with a calendar attachment for every:

change to my appointments  change to my Office Hours/Group Sessions
Read busy times from external calendar

Read busy times from my external Exchange calendar
Important: In order for this setting to take effect, you must share your calendar with starfish-0365@drake.edu. Click here for further

Share your calendar with

0 starfish-0365@drake.edu. The directions to do that are
in the “click here” link, also captured in the screenshot
below. Make sure you hit the blue submit button
before exiting this screen to save your changes.

Some people get concerned at this stage because your
full calendar details will appear in your view on Starfish,
but rest assured they are not visible to students.

Calendar Sharing in Microsoft 365
1. In your Microsoft 365 Calendar, select the Share > Share This Calendar option.
2. Add the Starfish calendar user in the Share With field and select the Full Details option. Otherwise, this will not work properly.

Outlook Calendar
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Share with:

i

Availability only

Limited details
Subject:

I'd like to share my calendar with you ¥ Full details
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Calendar. Delegate
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Set up office hours. If you want to set up office hours like
9-11, 1-3 — you just need to enter two sets of office hours.

—

Ada Office Hours o]

* Title Office Hours

* What day(s)? Weekly B4 Repeats every 1 week(s)
Repeat on: Mon Tue Wed Thu Fri Sat Sun

* What time? 9:00 am to [3:00 pm

* Where? ©Old Main, room 205

My door will be open
* Office hours Type @ Scheduled And Walk-ins

Take either i or

* How long? 15 minutes |84 minimum appointment length

15 minutes  [B4 maximum appointment length

Instructions Start/End Date

These will be sent to anyone who makes an appointment.

* Required fields
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