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Purpose

This document provides guidance for tenant admins on how to configure tracking item assignment, and
instructions for staff on how to use the feature. This document is intended for tenant admin users and
members of the implementation team.

Related Resources

Tracking Item Configuration Guide
How to Configure Email Message Templates
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How to configure Tracking Item Assignment

About Tracking Item Assignment

It is not uncommon for some staff roles to have relationships to all students, resulting in high volumes of
tracking items and related notifications for those staff. Tracking item assignment allows users to better
manage their caseloads of flags, referrals, and to-dos, helping to insure that no student is overlooked.

This feature allows designated staff roles the ability to assign tracking items to themselves, others, or to
put items back into the unassigned queue. This gives team members a clearer understanding of what
tracking items belong to them, thus narrowing their focus to items that specifically need their attention.

This feature introduces a new “Assign” privilege within the tracking item configuration process. The
Assign permission controls which roles can assign items to themselves or other staff members.

J‘- Note: Only those with the Manage privilege for a specific tracking item can be assigned that item.
For more information about configuring tracking items, refer to the Tracking Item Configuration Guide.

Configure Tracking Item Assignment

Flags, to-dos, and referrals can be configured to include the Assign privilege and to Users & Roles

include email notifications to the person who receives an assignment. The process for Feature =

configuring assighment privileges is similar for each of these tracking item types. Configuration
Appointments

J- Note: Kudos cannot be given assign privileges. '—-ﬁ

The Assign privilege and related email notification settings are found on the Privileges
page of the tracking item configuration wizard. Specdhioes

Student Intake
#lccess Plans
Tracking Rules

Navigate to the Privileges page T

Tracking Rules

1. Select Tracking Rules from the Feature Configuration section of the Admin
menu to open the Tracking Rules page.

2. Click the button associated with the desired tracking item type to create a
new item (Flag Rule, To-Do or Referral, or choose an existing tracking item from the list and
click the edit icon ( # ) to load the tracking rule wizard. Here we will look specifically at editing
an existing Flag Rule.

( © Flag Rule @ To-Do © ie"erraDig Kudos '® Bulk Clear Tracking Items

Rule Type: |All Status: | All

MName « Status Tools

™ At Risk of Leaving Institution Enabled ﬁ 9

Enabled 3

™ 4rendance Concern nahle 4 EE Modity Rule
™ Behavior Concern Enabled & Eh Q

4 Bi-Weekly Advising Check-ins Enabled ra fb [%]
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How to configure Tracking Item Assignment

3. Step through the wizard by clicking the Next button until you reach the Privileges page.
MOdify Flag Rule Flag Type Details Targets Privileges

Select the privileges associated with the flag, including who can raise the flag, view the flag, and manage the flag, and who is notified of the flag when itis raised.
Mote that the flag raiser and people with Manage privileges must always be able to View the flag, so the View checkbox cannot be unchecked for the flag raiser or
for any role with Manage privileges.

U4 AddRole | SpAdd User  SpAdd Flag Raiser | SgAdd Flagzed Student

Raise Clear Past Due Assign

Roles and Users Raise View Manage  Assign Email  Email Email Email Email Tools

Academic Advisor w v £ w w Default Default Default £ 0
{Starfish) {Starfish) {Starfish)

Flag Raiser v Edit

General Advisor v v Ev v Default Default &S0
{Starfish) {Starfish)

Instructor v v Ev v Default Default &S0
(Starfizh) (Starfish)

Program Advisor v v v v v Default Default S0

(Starfish) (Starfish)

J J

7= Permission only applies to users with role in the course in which the studentis flagged
" Permission applies to all users with role

The Privileges page displays a summary of roles, privileges, and email templates associated with this
tracking item. There are two columns related to tracking item assignment.

e Assign: A check mark in the Assign column indicates a role that has permission to assign this
type of item to other staff members who have the manage permission on this item

e Assign Email: A template name in the Assign Email column indicates that individuals in this role
will receive an email whenever an item is assigned to them.

Add/Edit the Assign permission

4. Click on the edit icon ( & ) associated with a role to modify the privileges and email notification
settings for that role. To add a new role with associated permissions and notification settings,
click the Add Role button above the summary table.

5. The Add/Edit Role privileges page is displayed.
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How to configure Tracking Item Assignment

Add/Edit Role

Role Academic Advisor
#| Raise @
View Manage @ | Assign @ Email

Mo privilege granted based on selected role
All users with selected role O e e e
Users with the selected role for the Course Context
Select Email Templates @
Raise Email Default (Starfish) &
Clear Email Default (Starfizh) &

&

Assign Email Default {Starfish) @

6. Select the desired Assign privilege for this role. The options for allowing a role to assign the
tracking item include:

All users with selected role: Give the role permission to assign this tracking item

e Users with the selected role for the Course Context: Give a course-based role (e.g.
instructor) permission to assign the item only if related to a student in one of their courses.

If the role should not have permission to assign this tracking item, select No privilege granted
based on selected role.

-m- Note: It is important to distinguish the ability to assign an item from the ability to receive an
assignment

e Arole thatis going to assign the tracking item to others must have Assign and View permission.
If you can’t view a tracking item, you can’t assign it. The system will automatically grant the
View permission when you select Assign for a role.

e Arolethatis intended to be the recipient of an assignment must have Manage permission. If
you can’t manage an item, you cannot be assigned that item.

Add/Edit Assignment notification setting

Email privileges work in conjunction with email template selections to determine what email is sent for
any combination of role and tracking item.
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How to configure Tracking Item Assignment

7. Specify the Email privilege for the role

e If this role should not get any emails for this tracking item, select No privilege granted based
on selected role as the Email privilege.

#| Raise @
View Manage @  Assign @ Email

No privilege granted based on selected role L) k

e [f this role should get email for at least one event related to this tracking item (e.g. raise,
clear, assign) elect either All users with selected role or Users with the selected role for the
Course Context as the Email privilege.

Add/Edit Role

Role Academic Advisor

#| Raise @
View Manage ®  Assign & Email

Mo privilege granted based on selected role

All users with selected role . . )
Users with the selected role for the Course Context

Select Email Templates @
Raise Email Default {Starfish) u &

Clear Email Default {Starfish) u &
Assign Email Default {Starfish) @/

 Never ind | S|

8. Specify the template to use for the Assign Email.

e If an email should be sent to the assigned individual when this item is assigned, select the
Default (Starfish) template associated with the Assign Email in the Select Email Templates
section of the Add/Edit Role page.

Assign Email Default (Starfish)

Deo not send this type of email

Default (Starfish)
This template is used when a flag is .Els,s.ignecll:l-h_'J

JF Note: you may also use a customized assignment template created with the message
template editor. But you must select a template for Assign Email in order to send a notification.
See How to Configure Email Message Templates for more information on this topic.
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How to configure Tracking Item Assignment

e If an email should NOT be sent to the assigned individual when the item is assigned, select
Do not send this type of email as the Assign Email option under Select Email Templates

Select Email Templates @

Raise Email Default (Starfish) u
Clear Email Default (Starfizh} =
Assign Email Do not send this type of email n

Do not send this type of ema{&7

Default (Starfish)
This termplate is used when a flag is assigned.

9. Click the Submit button on the Add/Edit Role page to save your updates to privileges and email
notifications.

Add/Edit Role
Role Academic Advisor
Privileges
[ Raise @

View Manage @ Assign @ Email
No privilege granted based on selected role o ol [l o
All users with selected role (ol o @ «®
Users with the selected role for the Course Context o e ol o
Select Email Templates @
Raise Email Default (Starfish) = @&
Clear Email Default (Starfish) n @
Assign Email Default(Starﬁsh)l u @

Repeat steps 4 - 9 to modify additional roles. Click the Finish button to save your updates.

Modify Flag Rule FlagType  Details  Targets  Privileges

Select the privileges associated with the flag, including who can raise the flag, view the flag, and manage the flag, and who is notified of the flag when itis
raised. Note that the flag raiser and people with Manage privileges must always be able to View the flag, so the View checkbox cannot be unchecked for
the flag raiser or for any role with Manage privileges.

"lo‘ Add Role | | @y Add User || & Add Flag Raiser | dfi Add Flagged Student

Raise Clear Past Due Assign

Roles and Users Raise View  Manag.. Assign Email  Email Email Email Email Tools

Academic Advis.. vy kv s kv vy Default Default Default =)
(Starfish) (Starfish) (Starfish)

Flag Raiser v =)

General Advisor vy vy kv s vy Default Default =)
(Starfish) (Starfish)

Instructor v 4 v 4 L4 £ Default Default ]
(Starfish) (Starfish)

Program Advisor  «* v v kv kv Default Default =)
(starfish) (starfish)

= permission only applies to users with role in the course in which the student is flagged
' Permission applies to all users with role

* Required fields m @
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How to use Tracking Item Assignment

About Assigning Tracking Items

Tracking item assignments allow staff to assign tracking items to themselves or others based on
privileges associated with their role and the tracking item.

You can access tracking item assignments from the Home page, the My Students tab, the student
Tracking tab, and from within the Student Folder.

You may interact with Assignments as either an assignee or an assigner.

As an Assigner: If you have the assign permission on a flag, to-do or referral, you can assign the item to
any user (yourself or another provider) that has Manage permission on that item. You can also re-assign
the item to someone else, or remove the assignment altogether to make the item unassigned.

As an Assignee: If you have manage permission on a flag, to-do, or referral, a user with the assign
permission for that item can assign it to you. You can filter your lists based on items assigned to you, and
also see where other users have been assigned to an item. You may also receive an email when items
are assigned to you depending on the specific configuration your administrator set for each item.

How to assign a tracking item

Assign or re-assign an existing item

A user with the assign permission for an item will find the Assign

option on the mini-menu associated with the tracking item wherever

i » B i =5
it appears. [®= Raised Flag: Bolane, |ess
P2 Raised Flag: Student, |oe:
]& Raicad Flag: Student, |oe:
with an item on the Tracking tab. | Flag |Flag: Student Joe:

*= Raised Flag: Student, |oe:
[®= Raised Flag: BolLane, |ess

Recent Changes

For example, in the recent changes channel on the Home page, or

Click the tracking item’s icon (e.g. e ) to bring up the tracking item’s

menu. If the item is not assigned and you have permission to assign it,

FLAG MENU x FLAG MENU x I

If the item is currently assigned, the assignee is ® View Flag Details @ View Flog Details

the Assign option will be listed.

® Clear Flag

listed at the bottom of the menu, and the option A

n Flaz

to Re-assign is displayed in the menu to those i
with the permission to assign the item. ® View Student Folder ® View Student Folder
E Joe Student E Joe Student
joestarfish joestarfish

004456789 004456789
P joestar@starfishcollege....

oestar@starfishcollege....

Flag: Attendance Concern Flag Urteardarre Conc.ern
Ralsed by: Gold, Yasmin on Raved by Goldaia=mition

06-08-2014 9
Igned To: Gold, Yasmin
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How to use Tracking Item Assignment

You can also use the Assign button located on the Tracking tab. Select the student(s) and item(s) to be
assigned then click the Assign button.

OVERVIEW MY STUDENTS TRACKING
v Resolve o Commen o o Flag  #gReferral g ToDo Yo Kudos  #s- Success Plan = More v
Student iew Connection Cohort
Ilkem Name Status Created v Assigned Due
V5 Awendance Concern Active 06-08-2014 Yesterday -
by Gold, Yasmin to Starfish, Sue
P Anendance Concern Active 06-08-2014
by Gold, Yasmin
o ,L!J General Concern Active 06-08-2014
by Gold, Yasmin
o = Anendance Concern Active 06-08-2014
)
by Gold, Yasmin
(m) 5f Complete HR Benefits . Active 05-14-2014
by Gold, Yasmin
(o] . ¥y, Outstanding Orientatl...  Active 05-14-2014
SFO303141 by Gold, Yasmin
m e r @ Intenduerion ro Cliane S Arrhs nS.14.2014 =l
| Page 1 of3| » W | T Totalitems selected: 0 Displaying items 1-250f 73

When you click the Assign or Re-assign option, you are presented with the Assign Item window.

If the item is currently assigned, the label Current Assignee and the name of the person to whom the
item is assigned will be displayed at the top of the window

Selectan option for Assignaefrom among these 1)

three options: )
Assign Item

1. Unassigned: Remove an existing

Current Assignee Starfish, Sue

assignment.
2. Me: Assign to self. (Only an option if the | * Asi&nee :: :1”"'55‘3”&‘1
e
user has both Manage and Assign ® Other Provider
privilege for this tracking item).
Maitz, Dan 0=
3. Provider: Assign to someone else that Comment L e S
on.maitz@starfishcollege.edu
has the Manage privilege. Start typing a I corih o =
name to filter the list further. Only F’-"-"-“-@'ﬂm-'-'5=-"l .
suestar@starfishcollege.edu
people who have a relevant relationship

to the student are listed.

-m- Note: The number of items currently assigned to each provider will be displayed to the right
of each name in the dropdown list to assist you in balancing case loads.

Enter a Comment that will be included in the tracking item Notes and included in the Assign Email if
configured to be sent to the assignee.

Click the Assign button to complete the assignment.
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How to use Tracking Item Assignment

Assign an item as part of creating it

Users with the Assign privilege to a tracking item can assign an item while creating it.

You must first select the item to be raised/created on the Raise Flag window (or Create To-Do, Create
Referral window).

Raise Flag for Recker, Jeff ﬂ
# Flag | n

™ Attendance Concern

Course Context @ Raise this when a student isn't attending class regularly.
* Disclosable under FERPA
Comment ™ General Concern

Use this flag to express any concerns you have abouta
student.

-, danger of failing

when a student is in danger of failing after 4 weeks in to term

If the item you select is one on which you have the Assign privilege, the Assignee options will be added
to the window. The assignment options are the same as when you assign an existing item.

Raise Flag for Recker, Jeff [M] m

* Flag |Attendance Concern n

Course Context

Assignee & Unassigned
© Me
 Other Provider

Comment Add comments indicating why the tracking item is being created.

4 Note: The Comment entered in this case is both the “raise” comment and the assignment comment.

This means that it will be seen by those with View permission on the item. This includes the student if
the student has View permission on the item.
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How to use Tracking Item Assignment

Bulk assign tracking items

Navigate to the Tracking tab within the Students area and select the group of items to be assigned by

clicking the checkbox to the left of each row you want to include.

Click the Assign button from the action bar above the student list.

OVERVIEW MY STUDENTS TRACKING

=l Resolve || Cg Comment ‘ - Aiswgn | g Flag | | &g Referral

Student View
Student Name, Username, or 1D E

Student

'° Recker. |eff
SF0303144
.° Kilby, Kelly

SF0303142

Custom

Itern Name

Q3]

Barnes, |amie
SF0303141

b Student, Joe
004456783

Student, [oe
004456789

.° Student, [oe
004456789

i Student, Joe
004456789

g Student, Joe
004456789

8 8 ®
e . .
o of

®
ot

()
ot

g To-Do

'a General Concern
Pé Anendance Concern
h.' Antendance Concern
Attendance Concern
General Concern
Artendance Concern
'a General Concern

Arendance Concern

Ye Kudos | | #s- Success Plan

Connection

g Primary Advisor

Status
Active

Active
Active
Active
Active
Active
Active

Active

= Send Message

Created «
03-04-2014
by Kilby, Kelly

03-04-2014

by Barnes, Jamie

03-04-2014
by Pinkowitz, Marlane

05-13-2014
by Starfish, Sue

05-13-2014
by Gold, Yasmin

06-08-2014
by Gold, Yasmin

06-08-2014
by Gold, Yasmin

06-08-2014
by Gold, Yasmin

& Downloa

A warning message may display noting any items that are not actionable (those you don’t have

permission to assign). Click the OK button to assign the other items in your selection.

Some Items Not Actionable

3 of the 7 selected items are not actionable, To continue ignoring these items, click Ok, Otherwise, click

Cancel.

The Assign Item window is displayed with the
number of items being assigned in the title.

Select the desired Assignee option, and click the
Assign button to assign the items.

JF Note: The list of providers will be limited to
those that have the Manage privilege and a
relevant student relationship for all of the items
being assigned. If there are no providers with
permissions to all items (including yourself) you
will not be able to select an assignee.

The only option may be “Unassigned”.

¥ Assignee

Comment

Assign 4 Items

' Unassigned
0 Me
@ Other Provider

Barnes, Jamie

Jamie, please handle these items in Lori's absence.

e

© 2013, 2014 Starfish Retention Solutions, Inc. | Proprietary and Confidential

Page 10 of 15



How to use Tracking Item Assignment

Working with assigned items

Filter by assignment

There are two options for filtering based on Assigned To values. You can use either a predefined View,
or the Additional Filters option. Each is described in more detail below.

Use a predefined View

Select the drop down arrow (&) associated with the View filter on the Tracking tab within the
Students area. This option is also available within an individual Student Folder on its Tracking

tab

e Select the “Assigned to Me” view, to filter the list to all items assigned to you (active or

resolved).
e Select the “Unassigned” view to filter the list to all items (active or resolved) that have no
assignee.
OVERVIEW MY STUDENTS
s Resolve | (s Comment IPg Flag | #g Referral || 3% To-Do
Student View
Student Mame, Username, or ID || E
Created by Me -
0O Student Any active or resolved items created by
O .. Student |oe me, sorted by creation date.
004456785 Active and Resolved
O & Student, |oe All active and resolved items sorted by
004456789 creation date.
0O & Student |oe Completed Plans
004456789 Displays all items that are part of a
O .. Student. log completed plan.
004456789 In-progress Plans
O .. Earnes. |amie Displays all items that are part of an open
SF0303141 plan.
O & Kilby, Kelly Assigned to Me
SFO2032142 Any active or resolved items assigned to
me, sorted by creati ate.
Unassigned

Any active or resolved items with no
assignee, sorted by creation date

-
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How to use Tracking Item Assignment

Use Additional Filters

1. Click the Additional Filters button.

£+ Additional Filters

2. Select the desired option for the Assigned To value:

Additional Filters

e All assigned and unassigned:
clears any Assigned to filtering.
e Me: filters your student list to

. . Status * Active " Resolved ( Both
items currently assigned to you. 9
. . Tracking Type
e User: filters your student list to
. . Y. Item Name H
items assigned to a specific user.
. . Created By ' Anyone
Begin typing a name to populate £ Me
the drop down with matching  Role
users. Assigned To " All assigned and unassigned
. . [ i
e Role: filters your student list to . Unassigned
. . . Me
items assigned to people with a r*
* lUzer =zue n

specific role selected from the £ Role I Starfish, Sue
drop down I|St For examp|e you suestar@starfishcollege.edu

. . A A Course Context 22343 )89
might filter on items assigned to

. . . Due Date n

people with an academic advisor PO

role.

Review assignees

Assignments are displayed on the Tracking tab within the Students area in the Assigned column. This
column lists both the date of the assignment and the person to whom the item is assigned. The column
is blank for unassigned items.

OVERVIEW MY STUDENTS TRACKING
ol Resolve || (a Comment || & Assign || g Fla % Referral || va To-Do || ¥ Kudos || #s- Success Plan || 2% Send Message || &3 Download
Lo g o Flag || "o () ° 5
Student View Connection Cohort
Student Name, Username, or IC E Custom g All My Students g g & Additional Filters
O Student Item Mame Status Created Assigned = Due
El
O QL. Pinkowitz, Marlane v Attend Time Management... Active Toda Toda % o
[1~] ] g Y Y
SF0303143 by Livingston, Amy to Livingston, Amy
O & Student [ohn ., Career Services Referral Active Toda Toda
[ -] -] W Y
005456789 by Starfish, Sue to Starfish, Sue
0O & Student |chn General Concern Active Toda Toda
- =] ¥ ¥
005456789 by Starfish, Sue to Starfish, Sue
0 &= Kilby, Kelly & Complete Personal Term C..  Active Yesterda Toda
gy Kilby, Kelly & P y Y
SF0303142 by Gold, Yasmin to Gold, Yasmin
0O &= Kilby, Kelly & Attend Time Management... Active Yesterda Toda 07-12-2014
apg S0y, Relly ] £ y Y
SF0203142 by Gold, Yasmin to Gold, Yasmin
O & Kilby, Kelly s, Visit Advising Center Active Yesterday Today
SF0303142 by Gold, Yasmin to Gold, Yasmin
O &= Barnes, |amie Eé Complete Personal Term C...  Active Yesterday
SF0203141 by Gold, Yasmin
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How to use Tracking Item Assignment

Assignees are also listed within each Student Folder‘s Tracking tab in the Assignee column. The column
is blank for unassigned items.

o Flag o Referral o To-Do @ Success Plan o Academic Plan Message
OVERVIEW PLANS COURSES TRACKING MEETINGS NOTES NETWORK
View: | Inbox Status: @ Active (' Resolved (" Both  Created By: & Anyone
lterm Name Status Created Due « Assignee
&, Atend Time Management S... Active Today Livingston, Amy
by Livingston, Amy
s Introduction to Supportand .. Active 03-03-2014
by Geld, Yasmin

You will also find the assignee at the bottom of the mini-menu (e.g. e )
associated with the tracking item wherever it is displayed. If the flag is

unassigned, this label will not appear on the menu.

Flag: Attendance Concern
Ralsed by: Gold, Yasmin on

( Asslgned To: Starfish, Sue

Review assignment notes

Comments entered as part of assigning a tracking item are available on the Notes tab within the Student

Folder and on the Tracking tab as part of the tracking item details.

On the Notes tab

Assignment comments display with the subject Assignment Comment. Click the expand icon
() associated with an Assignment Comment to review the contents.

OVERVIEW PLANS COURSES TRACKING MEETINGS NOTES NETWORK

Type Subject Related ltem Written By Date
o) Referral Comment Create Comment Visit Advising Cen... Yasmin Gold 07-02-2014
Role: Student Services Leadership, Pr...
% Appointment Com... Appointment with Joe Student on 6/{ Yasmin Gold 06-30-2014
Role; Student Services Leadership, Pr...
IE4 Flag Assignment Assignment Comment Artendance Conc...  Yasmin Gold 06-25-2014
Role: Student Sefvices Leadership, Pr..

Sue, Please follow up with Joe. He is a new student and doesn't have his own advisor yet

On the Tracking tab

To review tracking item details including assighnment comments on the
Tracking tab, open the tracking item details. You can either select the

View Details option from the tracking item’s mini-menu(e.g. View Flag
Details), or navigate to the Tracking tab within the Student Folder and

Flag: Artendance Concern

click the expand icon () associated with the tracking item. Ralsed by: Gold, Yasmin on
06-08-2014

Asslgned To: Starfish, Sue
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How to use Tracking Item Assignment

Assignment comments are listed within the Journal section of the tracking item details. The
date, creator, and content of the assighment comment are included with the title Assignment.

OVERVIEW PLANS COURSES TRACKING MEETINGS NOTES NETWORK
[P Awendance Concern Active 06-08-2014 Gold, Yasmin
by Gold, Yasmin
Journal
06-08-2014 Flag Raised
Gold, Yasmin please come to class!
06-25-2014 Assignment
Gold, Yasmin Sue, Please follow up with Joe. He is a new student and doesn't have his own advisor yet

Set Assignment related email notifications

Your administrator can configure the system to send (or not send) an email notification upon
assignment for each tracking item. Similarly to other notifications for the tracking items you manage,
you can set your profile to send assignment emails to you immediately, or as part of your summary.

Click on your name in the top right corner of your Home page to open your profile.
Select the Email Notifications tab and scroll to the Tracking Item Notifications section.

Select the frequency for receiving a summary of all tracking item activity that generates an email to you
(either daily or weekly) under the “Send me a summary of tracking item activity” heading.

For the statement “Send me an immediate email whenever” check the box associatedwith “ an item is
assigned to me” if you want to receive assignment emails right away vs. waiting for the summary.

INSTITUTIONAL PROFILE APPOINTMENT PREFERENCES EMAIL NOTIFICATIONS

NOTE: If you do not receive Starfish email notifications when expected, please make sure they are not marked as SPAM. Check the SPAM folder in your email
client and whitelist Starfish emails if this is the case.

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 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

Tracking Item Notifications

Send me a summary email of all tracking item activity:
¥ Daily at | 2:00 AM

™ Weekly on | Monday at | 8:00 AM

Send me an immediate email whenever: [ anitemisraised [ an item is cleared I&an item iz assigned o me
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How to use Tracking Item Assignment

Document Version History

Version Description of updates Date of update
1.0 Created with release of Tracking Item Assignment 7/3/14
feature for Starfish 4.7
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