
 

Prospective Student Advising  

Purpose  

This document provides information about how the Starfish’s Prospective Student Advising feature 
works and includes guidance for configuring the feature.  

Table of Contents 

Purpose .............................................................................................................................................1 

About Prospective Student Advising ...................................................................................................2 

Configure your system to work with prospective students (tenant admin user) ...................................2 

Enable the feature and establish prospective student account requirements ......................................................... 3 
Give desired roles permission to create prospective student accounts. .................................................................. 3 
Set up at least one appointment type that can be used for prospective students. .................................................. 4 
Set up at least one note type that be used with prospective students .................................................................... 5 
Enable prospective student account creation on the Kiosk if desired ...................................................................... 5 

Create prospective student accounts (staff member) ..........................................................................6 

Verify the prospective student account does not exist ............................................................................................. 6 
Create a prospective student account ...................................................................................................................... 9 

Create a prospective student account (prospective student) ............................................................. 10 

Work with Prospective Students....................................................................................................... 11 

Schedule an appointment ....................................................................................................................................... 11 
Document outcomes ............................................................................................................................................... 11 
Open the Prospective Student Folder ..................................................................................................................... 12 
Take action on a prospective student ..................................................................................................................... 13 

Manage and report on prospective accounts (tenant admin users) .................................................... 14 

Review prospective student accounts ..................................................................................................................... 14 
Merge prospective accounts into student accounts ............................................................................................... 15 
Report on prospective student activity ................................................................................................................... 16 

Document Version History ............................................................................................................... 17 

 

  



Prospective Student Advising 

© 2013 – 2014 Starfish Retention Solutions, Inc.  | Proprietary and Confidential  Page 2 of 17 
 

About Prospective Student Advising 

Advising occurs pre-admissions, and the information captured in those early meetings can be the most 

critical. But no enrollment means no account in the SIS or in Starfish to capture advising notes.  Critical 

information is lost or inaccessible to advisors when the student does enroll 

Starfish’s Prospective Student Advising feature addresses this issue by facilitating the creation of student 

accounts where notes can be captured and later associated with the admitted student. At a high level 

this feature allows your institution to:   

 Configure your system to work with prospective students. 

 Create prospective student accounts (staff and prospective students themselves can be 

permitted to create accounts). 

 Schedule appointments with prospective students. 

 Document within Starfish meeting outcomes and notes taken on advising activity with the 

prospective student. 

 Send email messages and copies of meeting outcomes and notes to prospective students 

through Starfish. 

 Manage prospective student accounts and merge accounts with the student record from the SIS 

once the student enrolls. 

 Report on prospective student meeting activity. 

The Prospective Student Advising feature is only available with a Starfish CONNECT license and is priced 

separately.  Please contact your Account Manager for more information.  

Configure your system to work with prospective students (tenant 

admin user) 

The Tenant Admin user controls whether or not the feature is available and which user roles will have 

access to it. Configuration steps include:  

1. Enable the feature and establish requirements for prospective student accounts 

2. Give desired roles permission to create prospective student accounts 

3. Set up at least one appointment type that can be used for prospective students 

4. Set up at least one note type that can be used for prospective students 

5. Enable prospective student account creation on the Kiosk if desired  

More information on each of these configuration steps is provided below  
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Enable the feature and establish prospective student account requirements 

Select the Prospective Students option within the Users & Roles section of the Admin menu.  

Enable the feature by checking the box labeled Enable Prospective Students in the top section of the 

Prospective Students page.  

First Name, Last Name, and Personal Email Address are required data for creating prospective student 

accounts. At least one optional field (Date of Birth, Home Phone Number or Home Zip/Postal code) 

must also be selected as a required field for prospective student accounts. 

 

Give desired roles permission to create prospective student accounts. 

Select Roles from within the Users & Roles section of the Admin menu, and then click on a role name to 

edit permission for that role.   

Check the box labeled View/Create Prospective Students and Click the Submit button.  

Repeat these steps for each role that must be able to work with prospective students.  
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Set up at least one appointment type that can be used for prospective students. 

Select Appointment Types from within the Feature Configuration section of the Admin Menu.  Click the 

add Appointment Type button to create a new appointment type to be used with prospective students, 

or click the edit icon ( ) associated with an appointment type to edit an existing appointment type to 

be used for capturing prospective student meetings.  

Add/update any required information on the Properties page, then click the Next button to reach the 

Permissions and Referrals page of the Add/Edit Appointment Type wizard.  

Check the box labeled Allow usage for Prospective Students beneath the list of roles to allow this 

appointment type to be used for prospective student meetings.   

Proceed through the wizard and click the Finish button on the final page to save your changes.  

Repeat this steps for each appointment type to be used with prospective students.  

Important Notes:  

Make sure that the roles to which you provide the ability to view/create prospective students are 
also granted permission to Add and View appointments of at least one type of appointment that has 
been marked to allow usage for prospective students.  
 
Prospective students will get the appointment message template designated for students in the 
appointment type, so if you use an existing appointment type, verify that the student facing 
template will make sense to a prospective student.  

 

 

Best Practice: Add a group of SpeedNotes to any appointment type that will be used for 

prospective students geared toward their specific needs.  
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Set up at least one note type that be used with prospective students  

As with appointments, note types must be configured to allow use with prospective students in order to 

have an Add Note option on the Prospective Student Folder.   

Select Note Types from within the Feature Configuration section of the Admin Menu.  Click the add 

Note Type button to create a new note type to be used with prospective students, or click the edit icon (

) associated with a note type to edit an existing note type to be used for capturing prospective 

student notes.  

Add/update any required information and check the box labeled Allow usage for Prospective Students. 

Choose which roles will be permitted to Add notes of this type and who will be able to view notes that 

have been shared, then click the Submit button to save the Note Type.  

 

Important Note:  

Make sure that the roles to which you provide the ability to view/create prospective students are 
also granted permission to Add and View notes of at least one type that has been marked to allow 
usage for prospective students.  

Enable prospective student account creation on the Kiosk if desired 

To allow prospective students to self-identify and sign in to a Starfish Kiosk associated with a waiting 

room, you must enable prospective student sign in for the Kiosk.  

Select Kiosks from within the Feature Configuration section of the Admin menu.  

Click the add Kiosk button to create a new kiosk, or click the edit icon ( ) associated with an existing 

kiosk where prospective students will be allowed to sign in.  
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Check the box labeled Enable Prospective Student Sign-In and add instructions to help prospective 

students sign in. click the Submit button to save your changes. 

 

Important Note: 

Make sure that the appointment types selected for the kiosk are set up to be used with prospective 
students. 

 

Best Practice: Use the Instructions field or your custom Kiosk content to help prospective 

students know how to sign in. Clarify that they should use the name and contact information that 

matches what they will/have applied or registered with so that their information can be connected to 

the right account.  

Create prospective student accounts (staff member) 

Once the feature is configured, accounts can be created by those in roles with permission to create 

prospective student accounts or by prospective students themselves when signing in to a kiosk if 

configured to support prospective students.  

To reduce the risk of duplicate accounts, account creation can only be reached through workflows 

where the user has already searched existing prospective student accounts. This allows the user to verify 

that the account does not already exist.  

Verify the prospective student account does not exist 

Staff members with permission to view/create prospective students via at least one role will be able to 

begin creation of a prospective student account from one of two places:  
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1. From the Search for Students search box: After entering search criteria, the Find/Create 

Prospective Student icon ( ) will be available at the top of the results list whether or not there 

were any matches to the search criteria.  

 

Important Note: 
 
 

Any existing prospective students that match your criteria will be included in search results 
labeled as “Prospective Student”. Click the name of an existing prospective student within 
the search results to open the Prospective Student Folder.  
 
To continue with the process to create a new account click the Prospective Student icon. 
You will still be required to enter additional search criteria to find/verify that there is not a 
matching prospective student account before you will be able to create a new account.  

 

2. From the Add Appointment form: The Find/Create Prospective Student icon ( ) is included on 

the Scheduling tab of the Add Appointment under Student selector.  Click the icon to begin the 

process of finding/creating a new account.  

 

 Important Note: 

prospective student accounts will not be included in the search results if criteria are entered 
into the Student drop down selector. In order to work with a prospective student within the 
Appointment form, the user must select the Find/Create Prospective Student icon to find 
an existing prospective account to use or to create a new account. .  
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After selecting the Find/Create Prospective Student option ( ), you will be prompted to enter at least 

two pieces of information about the student. Options will include First Name, Last Name and Personal 

Email address as well as the additional required field(s) that have been configured (e.g. Date of Birth).  

 

Click the Find button to receive a list of possible matches with options to: 

 Use the listed prospective student. This option appears only if at least one possible match is 

returned.   

 Create New prospective student account. This option appears whether or not possible matches 

are returned.   

 

Select Use to work with the student listed.  

Select Create New to create a new prospective student account.  
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Create a prospective student account 

After following the Find/Create Prospective Student ( ) process as described in the previous section, 

you will have the option to create a new prospective student account by clicking the Create New button 

on the Possible Matches page of the Find/Create Prospective Student dialog. 

 

The Create a Prospective Student form prompts you to provide First Name, Last Name, and Personal 

Email as well as the additional required field(s) you have configured.   

The fields will be prepopulated with any of the information you entered on the Find a Prospective 

Student page. Click the Create New button to create the prospective student account.  

 

Staff members with permission to view/add prospective students can now take action on this 

prospective student.  
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Create a prospective student account (prospective student) 

If the Starfish Kiosk is active and configured to allow prospective students, prospective students can 

create their own account as part of signing in to the Kiosk.  The prospective student clicks the “Don’t 

have a student account?” link on the Kiosk sign in page to create an account.  

 

The prospective student will be prompted to enter the same information as required by a staff user to 

create an account. Fields will include First Name, Last Name, Personal Email and the additional field(s) 

selected as part of configuring prospective students on your system.  

 

The prospective student will also select a Service and Appointment Reason (available options are based 

on what has been configured for the kiosk as well as which appointment types are available to 

prospective students).  

When the prospective student clicks the Register button they are put into the waiting room the same as 

other walk-in students.  

The prospective student account and Prospective Student Folder are now available to those with 

permission to view/create prospective student accounts.  
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Work with Prospective Students 

Schedule an appointment 

After electing to find/create a prospective student on the Add Appointment page, and selecting the Use 

option to select a prospective student, the steps for setting up an appointment are the same as with 

students.  

A meeting can also be initiated by selecting /creating the prospective student from the Search for 

Student search results, and then selecting the Add Meeting option ( ) from the Prospective Student 

Folder.  

Appointment Reasons available will be based on the appointment types available to the role of the 

person making the appointment and which appointment types have been set up to be used with 

prospective students.  

 

As with student appointments, both the provider and student will be emailed the appointment 

information.  

Document outcomes 

Meetings with prospective students can be documented on the Outcomes tab of the Add/Edit 

Appointment form the same as with student meetings. SpeedNotes can also be used. Outcome notes 

and SpeedNotes entered for the meeting are available on the Prospective Student Folder.  
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Open the Prospective Student Folder 

Once a prospective student account has been created, those with permission to view/create prospective 

students can open the Prospective Student Folder by selecting the student from one of these locations: 

1. From the search results after using the Search for Students search box available at the top of any 

page. 

 

2. From the My Students list within the staff user’s Students area. First select Additional Filters, 

Cohorts & Relationships and check the Prospective Students - Show in Results checkbox to 

include prospective students in your student list. 

 

Prospective Students will now be included within you’re My Students list. 
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3. Appointment. Click on the prospective student’s name on an appointment. Appointments may 

be reached via the Appointments or Recent Changes channel on the Staff Dashboard, or from 

within the Appointments area as illustrated below).   

 

After you have selected the prospective student via one of the three options listed above, the 

Prospective Student Folder is opened. It is similar to the Student Folder but has fewer available actions 

and limited data.  

 

Take action on a prospective student 

From the Student Folder, users with permission to view/create prospective students can send an email 

message, add or review notes and meeting outcomes, or initiate a new meeting (make an appointment) 

with the prospective student.   

These features work similarly to how they work with students.  
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These actions can also be taken on multiple prospective students at one time from the My Students list 

if the Additional Filter option to Show Prospective Students has been checked.  

 

Manage and report on prospective accounts (tenant admin users) 

Tenant Admin users have the ability to view and work with prospective student accounts via the Users 

option within the Users & Roles section of the Admin menu.  

Review prospective student accounts 

Prospective student accounts are only displayed when the Show Only Prospective Students checkbox is 

checked.   

 

The Tenant Admin user can view the Prospective Student Folder by clicking the hyperlink on the 

prospective student’s name in the list.  
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Merge prospective accounts into student accounts 

The Tenant Admin user can also merge prospective student accounts into existing student accounts by 

clicking the Merge icon ( ) associated with the desired student. When Merge is selected, the Merge 

Records form displays any existing accounts where the first and last name and at least one other field 

match the information for the prospective student.  

If the desired student is listed in the possible matches, the tenant admin selects the student and clicks 

the Merge button.   

 

The system will display the Confirm Merge dialog, showing information for the prospective student and 

the student into which the prospective student’s activity will be merged. The user has the opportunity to 

review information for both accounts before completing the merge. 

 

When the Complete Merge button is clicked the prospective student account information (meetings, 

notes) is merged into the student account and will now be visible on the Student Folder. The prospective 

student account is no longer available to any users.   
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Report on prospective student activity 

Tenant Admin users can run the Activity Report to view information about prospective student accounts 

and mergers of prospective student and student accounts. Details about prospective student accounts 

are listed on the Prospects tab.  

Merged accounts are noted and include the integration id of the student with which the account has 

been merged.  

 

Meetings with prospective students are included in the summary counts on the activity report Activity 

tab, and appointments with prospective students are shown on the Appointments tab. Prospective 

students can be identified on the Appointments tab by a “Yes” value in the Prospective Student column.   

 

The Prospective Student column also appears in the Meetings report and the Notes report.  
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Document Version History 

Version Description of updates  Date of update 

.97 Prepared for Prospective Student Advising beta  07/09/15 

1.0 Feature as released 10/28/15 
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