
Faculty Advisors 

Setting up Office Hours and Appointments in Starfish 

 

After logging into Starfish, click on the hamburger menu at the top left corner.  

 

 

 

Click on your name, and then click on the “Appointment Preferences” option. 
  

 

 



Designate what your minimum appointment length should be, and set up a scheduling deadline for 

students.  

 

 
 

Add at least one meeting location. You can also add phone and email options. There must be at least 

one location in order to enable office hours.  

 

 
 

Click the “Submit” button to save changes. Click on the “Email Notifications” tab.  
 

 

 

 

 



If you have specific office hour times on certain days, we recommend that you do not link your Outlook 

calendar to Starfish. Examples include only Mondays and Wednesdays from 2pm to 5pm or Tuesdays 

and Thursdays between 11am and 3pm.  

If you routinely meet with students throughout each workday outside of teaching and departmental 

meetings, linking your Outlook calendar to Starfish can be very helpful! Make sure to check the box next 

to “Read busy times from my external Exchange calendar,” and follow the directions provided to link the 
account. Click on the “Submit” button to save your changes. 

 

 
 

Under the hamburger menu, select the “Appointments” option.  
 

 



Click on the “Office Hours” button at the top of the page. 

 
 

You can select how often these office hours will occur, start and end times, locations, scheduled and/or 

walk-in options, and the minimum/maximum appointment lengths. Click on the “Submit” button when 

finished.        

   

  

 


