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Saving your Email Signature  Back to Table of Contents 

1. Log into Pharos 360 at https://mclennan.pharos360.com . 
2. Near the top right corner of your browser bar, click Settings. 

 
3. Scroll down to Personal E-mail Signature. 
4. Type your signature block as you would like it to appear in emails from the Pharos 360 system. 
5. Click Save Signature. 

 
6. Congratulations! You have updated your email signature! 

Back to table of Contents 
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Sending an Alert (Making a Referral) Back to Table of Contents 

1. Log into Insight at https://mclennan.pharos360.com . 
2. From the opening screen of Insight A. click on the Send Alert life preserver icon in the middle of 

the screen, or B. from any screen in Insight, click Send Alert at the top left corner of your 
browser window. 

 
 

 
 

3. Enter the student’s name or student ID number in the search bar in the middle of the screen and 
click Search. 

 
 

4. Find the student in the search results and click Send Alert under the Actions heading. 

 

A 

B 

https://mclennan.pharos360.com/
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5. Enter your phone number. 
6. Enter your department, division or program.  
7. Select your relationship to the student 

 

 
8. Type a description of your concern for the student and click Submit Referral. 
9. Congratulations! You just sent an alert (made a referral)! 

 

Back to Table of Contents
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Opening a Case Back to Table of Contents 

1. Log into Insight at  https://mclennan.pharos360.com . 
2. In the quick search bar at the top left of your browser begin typing the student’s name or student 

ID number.  

 
3. The student’s name will appear in a quick list. Click on the student’s record in the quick list to 

open the student’s record.  

 
4. After the student’s record loads, click the “Open New Case” button to the right of the student’s 

picture. 

 

https://mclennan.pharos360.com/
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5. You will see the student’s information to the left and an area to enter notes about the case to the 
right. 

6. Select the care area. 
7. Select an Advocate to assign to the case. 
8. Time spent is a required field. 
9. Type a narrative of the reason for the case being opened. 
10. If you want to share the case opening with other partners (if you want others who have access to 

be ab le to see the referral (all details including notes) check the box for this option. 
11. Click Open New Case. 

 
12. If you did not choose to share the case opening, congratulations! You just opened a new case! If 

you did share the case opening, please continue. 
13. After opening the new case you may share the case opening with A. another whole care area, B. 

someone in the student’s circle of care, or C. any user in the Insight system. Clicking in the Care 
Areas search box will bring up a list of care areas to choose from. In the other two search boxes 
you may search by first name, last name or MCC ID number. When you are done adding people to 
share the case opening with, D. click the X in the top right corner to close this dialogue box.  

 
14. Congratulations! You just opened a new case! 

Back to Table of Contents
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Recording a Contact Back to Table of Contents 

1. Log into Insight at https://mclennan.pharos360.com . 
2. In the quick search bar at the top left of your browser begin typing the student’s name or student 

ID number. 

 
3. The student’s name will appear in a quick list. Click on the student’s record in the quick list to 

open the student’s record. 

 
4. After the student’s record loads, click the “Record Contact” button in the Collaboration section 

below the student’s picture. 

 

https://mclennan.pharos360.com/


 

Page 9 of 19 

 

5. Keep Private check box: The default is for people in your own care area, and others you might 
decide to share the contact with, to be able to see all of the details of your contacts including the 
text of the notes. Checking this box hides the contact details not only from those you share the 
note with, but also from your own care area. For this reason, best practice is not to keep contacts 
private and to share only contacts that the recipient is authorized to see. 

6. Select the type of contact. 
7. Type your notes for this contact with the student. 
8. Select your care area. 
9. Time spent is a required field. 
10. If you want to share the contact with other people on campus check this box. Remember that if 

you share the contact with someone, they will be able to see your notes unless you mark the 
contact as private. However, if the contact is private, others in your care area will not be able to 
see the contact details either. 

11. Click Add Contact Report. 

 
12. If you did not check the box in #10 to share this contact with others, you are finished! If you chose 

to share the contact please continue. 
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13. After adding the contact report to the student’s record you can share the contact with A. another 
entire care area, B. someone in the student’s circle of care, or C. an individual user in the Insight. 
Clicking in the Care Areas search box will bring up a list of care areas to choose from. In the other 
two search boxes you may search by first name, last name or MCC ID number. When you are 
done adding people to share the contact with, D. click the X in the top right corner to close this 
box. You are finished! 

 

 

Back to Table of Contents
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Recording a Note  Back to Table of Contents 

Recording a note works much like recording a contact but has a different purpose. Use a note when 
you don’t need to email, alert, report progress or ask for feedback and you didn’t make a direct 
contact, but you’d like to add information that will help your care area or other care areas (e.g. student 
dropped a class or withdrew from school, you learned information through conversations with 
faculty/staff and think it is pertinent to the student’s success). 

1. Log into Insight at https://mclennan.pharos360.com . 
2. In the quick search bar at the top left of your browser window, begin typing the student’s first 

name, last name or student ID number. 

 
3. The student’s name will appear in a quick list. Click on the student’s record in the quick list to 

open the student’s record. 

 
4. After the student’s record loads, click the “Record Note” button in the Collaboration section 

below the student’s picture. 

 

https://mclennan.pharos360.com/
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5. Keep Private check box: The default is for people in your own care area, and others you might 
choose to share the note with, to be able to see all of the details of your notes including the text 
of the notes. Checking this box hides the note details not only from other departments on 
campus, but also from your own care area. For this reason, best practice is not to keep notes 
private and to share only notes that the recipient is authorized to see. 

6. Type the information you would like to add to the student’s record. 
7. Select your care area. 
8. Time spent is a required field. Please record the amount of time you spent recording the note. 
9. If you want to share the note with other people on campus check this box. Remember that if you 

share the note with someone, they will be able to see your notes unless you mark the note as 
private. However, if the note is private, others in your care area will not be able to see the note 
details either. 

10. Click Add Note. 

 
11. If you did not check the box in #9 to share this note with others, you are finished! If you chose to 

share the note please continue. 

#5 

#6 

#7 

#8 

#9 

#10 



 

Page 13 of 19 

 

12. After adding the note to the student’s record you can share the note with A. another whole care 
area, B. someone in the student’s circle of care or C. any user in the Insight system. Clicking in the 
Care Areas search box (A) will bring up a list of care areas to choose from. In the other two search 
boxes you may search by first name, last name or MCC ID number. When you are done adding 
people to share the note with, D. click the X in the top right corner to close this box. You are 
finished! 

 
Back to Table of Contents
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Emailing a Student Back to Table of Contents 

1. Log into Pharos 360 at https://mclennan.pharos360.com . 
2. In the quick search bar at the top left of your browser begin typing the student’s name or student 

ID number. 

 
3. The student’s name will appear in a quick list. Click on the student’s record in the quick list to 

open the student’s record. 

 
4. After the student’s record loads, click the “Email Student” link to the in the Contact Student 

section below the student’s picture on the left side of the page. 

 

https://mclennan.pharos360.com/
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5. Select your care area. 
6. Time Spent is a required field. 
7. Template field is optional and can be used to store templates of emails that you send often. 
8. Enter a subject in the subject line. 
9. Type the body of the email. If you are using a template, update the body of the email as needed. 
10. If you want to share a record of this email with other partners check the box for this option. 
11. Click “Send email.” 

 
12. Congratulations! You just emailed a student from Insight! 
 

Back to Table of Contents
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Enter a Student Update  Back to Table of Contents 

A student update is a way to enter repetitive information that is collected for each student or for each 
visit by a student to your department (care area). Depending on your department’s policy, you may 
complete a student update for each visit you make with a student, only after their first visit, or at 
specific times during a semester. This can be done very efficiently by selecting several students as 
shown in #4 of these instructions and filling out several questionnaires in a row. It should only take a 
minute or two per student update. If there is no student update that is compatible with your needs, 
please ask your department Director or Coordinator to work with the Insight site administrator to 
develop a form your purpose. 

1. Log into Insight at https://mclennan.pharos360.com . 
2. Insight should open to your home page, a list of students assigned to you. Click on your care area 

to see students assigned in to you in that care area. 

 
3. If you are already in Insight but not at your home page: A. click Launchpad in the top left corner of 

the browser window. B. Click My Students. If you see a “home” link, that will also take you to your 
student list. C. Click a class or care area to see students assigned to you in that area. 
 

      
4. A. Check the box(es) next to the student(s) for whom you need to complete a survey. B. If you 

select one student you will see the student’s picture with four choices below it. C. If you select 
more than one student you will only have two choices above the students’ pictures Click the 
Student Update or Send Student Update button. 

 

A 

C 

B 

A 

https://mclennan.pharos360.com/
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5. You can send a student update on an individual student from within the student’s record by 
clicking on Student Update in the Case Management section below the student’s picture on the 
left side of the page. 

 

The following Instructions use the Success Coach Follow-Up student update as an example. Student 
update forms may vary by department, if one is available for your area. 

6. Click on the student update form you wish to complete. 

 
7. Complete the questions in the questionnaire. Click on the link for the first answer to see all the 

possible choices for that question. 

 
8. For each question, check all answers that apply. All multiple choice questions are optional so you 

can skip the ones that don’t apply to the student contact. 
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9. For questions that you answered “other,” there will be a text box at later in the form for any 
additional details you would like to provide. 

10. Click the Review Responses button at the top right of the questionnaire form. 

 
11. Review your responses. If you need to edit any responses, click the Edit Responses button at the 

top left. 

 
When you are satisfied with your responses, click the Submit Responses button at the top right. 

 
12. Click Close. 

 
13. Congratulations! You have submitted an update for a contact with a student! 

Back to Table of Contents
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Creating and Editing Personal Statuses Back to Table of Contents 
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