
Working with Prospective Students 
The prospective student feature lets you use Starfish to take notes on and record 
meetings with prospective students before they enroll at the college.  While prospective 
students can’t log into Starfish themselves, these notes can help with organization and 
streamline the process of getting the student the information and assistance they need. 
These notes will be merged with the student’s record once they’ve been enrolled.  To 
begin working with a prospective student: 
1. Log in to Starfish: https://everettcc.starfishsolutions.com/starfish-ops/support/

login.html
2. From the menu in the upper left hand corner [A] select Students [B], or click the 

“Appointment” button [C].
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3. From the “My Students” tab [D], click the “Prospective Student” button [E].  From 
“Add Appointment,” click the “Prospective Student” link [F].  
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4. Both options will take you to the “Find Prospective Student” screen.  From here, 
search for the student using at least two of the following pieces of data: 

 

 
- First name [G] 
- Last name [H] 
- Email [I] 
- Date of birth [J]  
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5. Starfish will show you any possible matches in the existing prospective students.  If 
the student already exists in the system, click “Use” [K].  
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6. If the search returns no results or none of the results match, click “Create New” [L] 
to add the prospective student.  
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7. To add a student from “Create New,” enter all four pieces of required information 
(first and last names, email, and date of birth). 

Note: If the student uses a different email address after we’ve begun working with 
them, it will create a duplicate record, so please confirm with the student that this is 
the email they want to use to work with EvCC. 



 
 

8. Once you’ve found or created the student’s record, you’re ready to use Starfish to 
keep records.  If you accessed the student via the “Appointment” button, you can 
use the appointment feature as usual.  If you accessed the student via “My 
Students,” you’ll have the option of making an appointment via the “Meeting” button 
[M], or sending an email via the “Message” button [N].  
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9. The message feature works as a standard email interface.  Enter the subject [O] and 
body [P] of the email, and click “Submit” [Q].  The message will then be sent to the 
provided email address. 
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10. To see all previous notes left in a prospective student’s record, click the “Notes” tab 
[R].  You can sort notes by when they were created [S], who made them [T], and 
whether they’re meetings or messages [U].  You can also expand an individual note 
to see the full details by clicking the plus sign next to the note [V].  The expanded 
note can be closed by clicking the minus sign [W]. 
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