
                   

             

     

                                    

 

                            

               

 

                                

            

 

 

 

 

                                            

                                  

                                  

                                 

                                    

                     

 
 

 
 

 

     

   

     

Edit Profile 

ructor 

Username Institut ion Email 

Profile Settings 
Controlyoxr1log1npage 1ndsh,red ~u 

Preferred login Page 

I Defa11ftlog n Paige 

Share Links 

Share you r appointment aind.:or profile l il.k 1Vllh students and 01hu s'.aff mem bers. 

U Show Me How 

Unk to schedule an appointment with me 
https i.'eintons tartishsoluborsc:om.sWfish--opsJdJ.'instruetorl~a:aloghtml?boobnark "'COMeClion/518e,'sehedllit 

J;;gJ!:,:URLtoc~ 

- Makt URL aoilable on my proi. 111 the SerYiot c, 11ilog for other staff 

Link to view my profile 
https i. 'e.irrton starfisllsolubots c:om,s~h-opsJd J,'instruetor 156VIC-tCa:a~ hll'l'll"boolrnark :.con~eetion/518e 

Jd!P.:,:URLtoc~ 

- Make URL anil able onmy prolie III the Service Catalog for othe r stall' 

~tooSuccess 

• X -------------
st >r A 

------------

Edit Profi le 

Appo intment Preferences 

Notifications 

Logout 

t r

ROOSUCCESS: HOW TO SET UP YOUR PROFILE 

Link to RooSuccess 

1) Login to RooSuccess using the same NetId and password that you use for your email and Blackboard. 

2) On the first login, find the RooSuccess and menu options in the top left 
corner and click on the menu icon: 

3) Click on the little down arrow next to your name so that the menu looks like 
this. Then click on Institutional Profile: The Bes Instructo 

4) This is the Edit Profile tab. The instructions at the top of this page say to fill this out as much as 
possible. Do NOT add a title ‐ this will allow RooSuccess to tailor your title to your connection to 
students (Instructor vs. Advisor). If you add your current title, that will override your connection in the 
student view. Leave Cell Phone and Alternate Email blank unless you want students to have those. 
Also notice that this is where you can find the link directly to your appointment schedule. Come back 
once you have appointment set up to grab that link. 

The Best Instructor 

best best@canton.edu 
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~ My Locations 
CustomlZe your appomlment locat10ns 

0 Add Locabon 

Name Type 

Online using BB Collaborate Onhne 

Instructions 
Here rs the link for our appomtment hnps-11us bbCOllab comfgueSV580979471e974beOa8ff2ea81bb70de<1 

By phone 

Instructions 
Please let me knOw wnat number to cau you at 

Web based using Microsoft Teams 

Instructions 

Phone 

Online 

Cltc.k thiS link to open Teams· llttps:/tteams microson con\11/chat/O/O?users=tavemiers@canton eclu 

via email 

Instructions 
use ttus type wnen conversations occurred over email 

MCC 224 

Instructions 
In thP. Rf!.k'1V C'.P.ntP.r Plf!.15.P. sinn in ,n thP. front C-.l'lllRIP.r 

Appointments 
CustomiZe appointment nottftcat10n preferences 

Planning Reminders 
Choose how you want to recerve reminders about your appointments 

@ Don't send me planning reminders 

Q Send me a notification individually for each appointment 

Q Send me a digest of all appointments 

Alert Reminders 
Specify Whether you want an alert just before the appointment starts 

0 Notify me before the start 

I 1s minutes 

Onhne 

Office 

5) Appointment Preferences can be set up at any time IF you plan to allow students to make 
appointments with you via RooSuccess. Set up multiple locations if you choose (this includes the 
ability to meet with students in person vs. via phone or online – set each method up as its own 
location). Add Calendar Managers if there are other people who you want to be able to have access 
to your calendar. 

6) PLEASE review your email notification preferences. You can choose how often RooSuccess contacts you. 
You might want to do one email per day for appointments and one for Flags as a good starting point. 
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26 27 2• "NII ," ,,. 

~ Open in New ~indow 

!:,!ew Calend ar ... 

16 17 _J, ~, 
23 24 2 ~ ~ 

:.. £olor 
Pi 

SU MO n I Jer o '1e Lo end 

!:;opy Calenda r 

2 

9 10 [)e C· ~~, 

16 17 ©' Recover Dele!ed Items ... 

23 24 2 • fo -.s!P 
30 31 

Move D2wn ... 
~hare 

~ 

,, Information Services Help ... 
~ntfttmS 

lnbox 

811d:up ~ {Complded) 

o, ... 

Otltttd Items 

A<<o-H'll Odrtion 

AD ,.P6:Ss.wo1dResetRepom. 

Archive 

f Col'IVffWtion HistOfY 

Ensetnble 

SUNDAY 

16 

► ~ ,-mail Calenda r ... 

"' ~ My caler IEJ £ro pe rties... ~ ~hare Calenda r 

MONDt 

17 

~ Calendar LJ 5 Pybl ish to WebDAV Server ... 

~ O Shared ca lenda rs 
:l Calendar E.erm1ss1ons 

SYNC your RooSuccess and your Outlook Calendars 
IF you want to SYNC your Outlook calendar with your RooSuccess calendar, you need to follow a few extra steps. 
This will pay off! 

1) Log into your email account using Outlook. 
2) Go to the calendar view: 

3) Under “My Calendar” , right click on your calendar, then Share then Calendar Permissions: 

4) In Calendar Properties, click Add button, in that menu type in “Starfish”, select from the menu and 
click on Add: 
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Calendar Prop ert ies 

Ger.eral AutoArchive Pl!crmissions Synchronization 

Nam!! ~ rmi ss,on Ll!Vl!I " 
Default Free/ Busy time 

St\r f~h Revitwe, 

Teele, Briana Editor 

Trotter , Vanessa Editor V -< > 
~ 

I A.Qd_ II Remoye £roperties ... 

Permi-· ·--
J>ermi:;.sion l e,,el: Reviewer 

.Bead Write 

one D Create items 

Q Free/Busy time 

Q Freejl!usy time , subject 
location 

@Fu ll Oet.li1s 

other Freejl!uSJI ... 

Delete jtems 

@None 

Q own 
Q AII 

OK 

D Create s11bfoklers 

0 Edi!own 

0 Edita11 

Other 

D folder ow l'l<!r 

D F2lder conlilct 

0 Folder vis ib le 

Cancel 

X 

A dd Users 

s.arch : ® Name only O More columns 

starfish 

~ Stari 

~ Starl 

~ Starl 

~ Starl 

~ Starl 

~ Starl 

~ Stan 

~ Stan 

~Stas ! 
~ Stall 

~ std~ 
~StH 1 

~StH 1 

< 
Add Starfish 

X 

Addreu Book 

famin e Global Address Li<t • tavemier,:@,an..;;:;::::J Advarad Find 

Busir.ess Phone l..ociition Departmen £ mail Address 
,. . " .. - - - canton.edt 

k:antoo.ed 
icantoo.ed 
icantoo.ed 
lcanton.ed 
ean{on.edL 

/mnton.ed 
1canton,ed, 
~eanton.ed 
icanton.ed 
~mnton,ec 

:anton.edu I 
:antoM: u .., 

0 Cancel 

EDIT PROFILE APPOINTMENT PREFERENCES 

Calendar Sync 
Sync calendar items between your external ca lendar to your RooSuccess calendar 

RooSuccess Calendar Sync 
Select options to sync fr om your RooSuccess Calendar to your External Calendar 

Email me calendar attachments for every: 

r.l Appointment change 

□ Change to my Office Hours and Group Sessions 

External Calendar Sync 
Sync busy times from your External Calendar to your RooSuccess Calendar 

Outlook Calendar Sync 

A Important: You must snare your calendar wttn starfisn@canton.edu 

Click nere for furtner instructions 

~ Allow RooSuccess to read busy times from my Outlook Calendar 

5) You can select Reviewer for the Permission Level and then click Apply. 

Once Starfish shows up under your “Shared Calendars”, go back to RooSuccess, go to Email Notifications under your 
profile and click the box that says “Read busy times from my external Exchange calendar” 

Jump to: See Your Students | Raise A Flag |Complete a Progress Survey | See Flags raised on your students 
|Attendance | Kudos, System Flags, Referrals and To‐Do’s 
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https://www.canton.edu/media/pdf/RooSuccess-See-Students.pdf
https://www.canton.edu/media/pdf/RooSuccess-See-Flags.pdf
https://www.canton.edu/media/pdf/RooSuccess-Progress-Survey.pdf
https://www.canton.edu/media/pdf/RooSuccess-See-Flags.pdf
https://www.canton.edu/media/pdf/RooSuccess-Attendance.pdf
https://www.canton.edu/media/pdf/RooSuccess-Kudos.pdf



