Starfish - Faculty Guide
Setting up Office Hours
South Texas College is using the Starfish Early Alert system to assist in communication between faculty,
support staff, and students. In an effort to optimize student use of the Starfish as an Early Alert System, Faculty
are reminded that they must set up or update their office hours and office location so that students can make an
appointment to visit with you, when necessary:
The following instructions were developed to help faculty set up their Starfish office hours:
Step One: Click on JagNet on the top of the South Texas College web page, and log on.

Step Two: Click on the Starfish Icon.

NOTE: We are currently experiencing technical issues so you may be asked to log on again once you click on
the Starfish icon.

Step Three: The following page should appear. Please click on the menu bar.

Step Four: Click on the drop down arrow.

Your Name

Step Five: The following window should appear to show the following options. Click on “Appointment
Preferences” to start setting up your office hours.

Please select the “Minimum Appointment length” (i.e. 15 minutes, 30 minutes, etc.) you prefer by clicking on the
drop down button.

Step Six: Scroll down to add your off information in the “My Locations” section. If you work out of different
campuses, you can add different meeting rooms. As a note, please remember to include the campus location and
room number.

Next Setting up Office Hours:

1. Click on the menu button (on the top left hand side), click on the “Home” tab, and then select “Office
Hours”;

2. Click on days the days you have office hours. For this example, for purposes of this tutorial, I selected
Tuesdays and Thursdays.
3. Next, enter the times you are available. For this example, I entered 1:00 p.m. to 3:00 p.m.,
4. Next click on the down arrow to choose where you have your office hours (i.e. in an office, on the phone,
online, etc.). In the “Details” box enter your office location (ex. J-1.101), and finally you can enter
additional information under the “Instructions” box (i.e. please arrive 10 minutes early, bring your book,
etc.).

NOTE: Please do not forget to set an “End Date” for your office hours. It is recommended that faculty select “End of
the Term” (Semester) to avoid any issues setting up new office hours for the following semester.

For additional questions, please contact:
Dr. Maricela G. Silva
Academic Initiatives & Projects Officer
(956) 872-8313
mgsilva1@southtexascollege.edu

