
Achieving the Promise Academy 
Starfish Information Session

Step-by-Step Instructions for Using Starfish



Today's Session Agenda
• How to log into Starfish

• Alternative way to log into Starfish

• Locating ATPA in Starfish 

• Personalizing Profile

• Adding Zoom Information 

• Step-by-Step Instructions for Scheduling the 
Appointment

• Documenting Sessions, Missed Sessions, and 
Kudos!



Steps to logging In

• Log into MyMC

• Click on the Star next to 
Counseling & Advising



Steps to Logging In

Click on the 

Counseling and

Advising Home

Or click on Log in to 
Starfish



Steps to Logging In

Scroll down and

click Log in

to Starfish



An alternative way to Log In
Visit:
montgomerycollege.edu/starfish

Locate the and

click Log in to Starfish
on the right

You will use your
MyMC credentials



Steps to logging In

Click on 

Menu Bar

(the three lines)



Find Achieving 
the Promise 
Academy:
Click on Services
.



Select the Achieving the 
promise Academy

Please note: 

**Students do not see the full 
Starfish Services catalogue (  
student view is limited to their 
immediate courses/contacts)

**Links to all service pages are 
shareable using the three dots



Personalizing Profile
Click on your name
Edit Profile



Adding Zoom Information
Click on your Appointment Preferences
Scroll down to My Location 
Edit your availability in My Locations



Schedule 
Appointment:

Select Appointment



Schedule 
Appointment:
Select Appointment

(This will open a new window for 
the appointment)



Schedule the 
Appointment

-Beginning with 
Student Name, 
include all
required details
(red asterisk *)

-Click Submit



Document 
Appointment Session 
on Starfish:

-Find the 
appointment on 
the schedule view.

-Click on the small
Calendar icon next
to student's name.

-Click Outcomes



Document Appointment 
Session on Starfish:

Your documentation is in 
two parts:

1. Outcomes

2. SpeedNotes.



Document Outcomes on 
Starfish:

1. After selecting Outcomes 
indicate actual time 

2. Choose if you want your 
notes shared with the 
student

3. Include session 
details/comments and 
consider FERPA (these are 
public to anyone in Starfish)



Document Speed Notes on 
Starfish:

1. After selecting Speed 
Notes provide session 
rating by student

2. Indicate all support 
offered during session 
using check boxes
(carried over from 
Accudemia)

3. When finished click 
Submit

4. You are officially done!



Document Missed Sessions through 
Speed Notes on Starfish:

1. Your student misses an 
appointment :-(  

2. Select Outcomes in Speed Notes 
and indicate scheduled time

3. Check box for Attendance

4. Provide a comment indicating 
outreach, history of missed 
appointments, warnings etc.

5. When finished click Submit



Off-Schedule Documentation 
on Starfish:

For any work done on behalf of 
students that are not a scheduled 
appointment (i.e, emails, progress 
reports, referrals, etc,

1. Select Note to document.

2. When finished click Submit,



Document KUDOS on Starfish:

1. Your student is doing something 
great! Pull up their profile in 
Starfish and click Kudos

2. Select the specific Kudos you 
want the student to receive

3. In the Comments box, share 
your positive message for the 
student

4. When finished click Save



Final Notes! 

1. All session notes should be uploaded into Starfish within 1 week of the session 

2. Sessions can be retro-scheduled and documented if you are behind or miss a 
note

3. If your student schedules with you using another program (e.g., 
Bookings/Calendly) you will need to add that session scheduling to Starfish as 
well.

4. Please Do Not schedule open office hours in Starfish, instead focus on single-
sessions or single-student scheduling (otherwise the full college can schedule 
with you).
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