
1 
March 2022 

Document Appointments 

Starfish allows you to record attendance and input comments following an appointment. 

First, click on Appointments followed by the Week tab. 

 

  

 

Then hover over the calendar icon by the name of your appointment and a box will pop up. Click on Outcomes. 
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A. If a student does not attend a meeting, you may prompt the system to email the student. 

Click the Outcomes tab and complete the following: 

-Check the “Student missed the appointment” box. Click Submit. The student will receive an email to 

reschedule. 

 

If additional comments are necessary, complete the following: 

-Click “Send a copy of note to student” and enter comments in the box below. The student will 

receive an additional email with the comments. 

 

B. After a student attends a meeting, click the Outcomes tab. You may enter the start and end times of the 

appointment and/or use the Comments box. If you would like the student to have a copy of the comments, click 

“Send a copy of note to student” and the student will receive an email with the comments. 

 

 
 

 


