To accessthe new STAR system, click thelink to STAR from the Holy Cross web services page.
Login to STAR using your Novell username and password.

After login, click SA Self-Service and then STAR for Instructors/Advisors to get to the page
below.
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The Teaching section includes links to your class schedule, your class rosters and your grade
rosters. The Course Catalog and Schedul e section includes links to catalog of coursesin the
People Soft system (not the College catalog on-line) and the schedule of classes for any term.
The Advisement section includes alink to information about your advisees.



TEACHING

View My Class Schedule: Thislink generates alisting of the classes you are teachingin a
giventerm.

View My Weekly Schedule: Thislink liststhe classes you are teaching in aweekly grid
format.

Access Class Roster: Thislink gives accessto the rosters for the classes you are teaching.
Record Grades: Thislink gives access to your grade rosters for the term. Specific
instructions on entering grades will be distributed by the Registrar’ s office.

Access Class Roster —NEW FEATURES:

To access your classrosters, click the link Access Class Roster, then select the appropriate term,
then select the appropriate course.  Thiswill bring you to aroster for your course.

We have added students' PO Boxes to the roster.

In addition, we have added two links to this page. Thefirst, Send email to these students from
default mail application, isalink that creates an e-mail from you with the studentsin your classin
the BCC field. Thislink usesthe default e-mail system on your computer. (Thusif you access
this from home, it will use the e-mail system that is set up as the default on your home computer.)

The second link, Detail, takes you to the page that gives the schedule of classes information for
this course, including the common area designation, the number of seats available in the course as
well as any enrollment notes attached to the course.

Link to
Schedule

of Classes
/ detail for
the course

Link to send an e
mail to studentsin
the class using the
default e-mail
application.

To view students who have dropped
the class, change Enrollment Status
from Enrolled to Dropped.




Course Catalog and Schedule of Classes:

View Course Catalog: thislink givesalisting of coursesin the PeopleSoft catalog of courses.

View Schedule of Classes: thislink givesalisting of courses scheduled to be taught in a

particular term.

View Schedule of Classes - NEW FEATURES:

Thislink allows you to view alisting of the courses being taught in agiven term. After selecting
aterm and clicking Basic Search, you are required to enter either a subject or atitle or portion of

atitle of acourse.

The systemis now set up to return all courses that are listed in the schedule of classes bookl et
under each subject area. For example, if you enter the subject, ASTD, you will see alist of all

courses appropriate for the Asian Studies concentration. In addition, if you enter aword or
phrase into the title field, the search will return al classes that contain that phrase.

Enter a Subject
area here.

Search will
return all courses
listed as
appropriate for
that subject area.

Enter any word
or phrase here.
The search will
return all classes
with that word or
phrasein the
title.

If the Open Classes

Only box is checked, the
search will return only

classes that have
available seats.




Advisement:

View Advisee Information: Thislink gives accessto contact information and academic records

of your advisees.

View Advisee I nformation — NEW FEATURES

Click on View Advisee Information to generate the list of all advisees. To send an e-mail to a
particular advisee, click on their name. To send an e-mail to al advisees, click on thelink
Send email to these students from default email application. Thislink uses the default e-mail

system on your computer. (Thusif you access thisfrom home, it will use the e-mail system that
is set up asthe default on your home computer.)

Select the bluei
link to view
students magjors,
minors,
concentrations and
al advisors.

Usethislink to
send an email to
all advisees
using the default

‘  email application

The information available in the Student Details box is as
follows. Address Info, Class Schedule, Emergency Contacts,
Enrollment Appointments, Grade Inquiry, Telephone, Degree
Progress Report (advising transcript), Unofficial Transcript,
Transfer/Test Credit report. Select the information you want
and press the Go button to navigate to the page.




Student Details: To access detailed student information about an advisee, open the
Student Details drop down menu, select an item and click GO.

Addressinfo: Thislink allows you to view the advisee' s home address, campus or off-campus
address and PO Box.

Class Schedule: Thislink allows you to view the advisee's class schedule for any term.
Degree Progess: Thislink allows you to generate an advising transcript for the advisee.
Emergency Contacts: Thislink allows you to view the advisee' s emergency contact
information.

Enrollment Appointments: Thislink allows you to view the advisee’ s enrollment appoi ntment
time for any term.

Grade Inquiry: Thislink allows you to view the advisee's grades for any term.

Telephone: Thislink alows you to view the advisee' s home phone number as well astheir
campus or off-campus phone number. If the student has entered acell phone number into the
system you can view that as well.

Transfer Credit Report: Thislink allowsyou to view all test scores for the advisee aswell as
any transfer courses that may be posted to the advisee’ s record.

Unofficial Transcript: Thislink allows you to view an unofficial transcript for the advisee.



Unofficial Transcript — NEW FEATURES

Select the Unofficial Transcript option in the Student Details box to review the student’s
unofficial transcript.

Enter the Report Type
(Unofficial Transcript) and
select the Go button to
generate the unofficial
transcript.

Select the Cancel button to
return to the Advisee list

page.

When the transcript is generated, you can view the report on-line or use the link Receive Email of
Transcript as PDF to have aformatted version of the transcript sent to your Holy Cross e-mail
account. In order to preservethe confidentiality of thisinformation, you should print the
transcript immediately and then delete and empty the email from your mailbox.



Degree Progress Report (Advising Transcript) —- NEW FEATURES

To generate an advising transcript for a student, select the Degree Progress Report in
Student Details and click GO. On the Degree Progress Report Screen, set the report type
to Advising Transcript and click GO. Thiswill generate an advising transcript for the
student. Asintheold version of STAR, the advising transcript first gives aterm by term
listing of the student’ s courses, followed by the advising report which indicates how the
student is progressing in fulfilling degree requirements (32 courses, minimum GPA of
2.0, language requirement, common requirements, maor, minor or concentration
requirements).

After generating the report, you can view the report on-line or use the link Receive Email of
Transcript as PDF to have aformatted version of the transcript sent to your Holy Cross e-mail
account. In order to preservethe confidentiality of thisinformation, you should print the
transcript immediately and then delete and empty the email from your mailbox.

The Degree Progess Report link also allows you to generate “simulated” advising
transcripts for students based on a change of major or the addition of alist of coursesto
their record. For example, if an advisee is undeclared and is thinking about a particul ar
major, you can add the new major to their record and generate an advising transcript
which will evaluate their progress in completing the requirements for that major. Or if an
advisee is thinking about taking a particular set of courses, you can add those courses to
their record and generate a*“simulated” advising transcript to evaluate how those courses
might meet specific degree requirements.



Degree Progress Report (Advising Transcript) — QUICK WHAT-IF and
COURSE LIST WHAT-IF

Y ou should use the Quick What-If report if you would like to generate a“simulated” advising
transcript based on a change of mgor. You should use the Course List What-If report to generate
a“smulated” advising transcript for a student who wants to know how a particular set of courses
will meet their degree requirements.

To access the What-1f reports, select Degree Progress Report from the Student Details drop
down. Click on the Quick What-If link or the Course List What-If link on the bottom of the

Degree Progress report page.

Click on the Course List What-if to
create asimulated advising report for a
student who needs to know how a
particular list of courseswill fit into
their degree program.

Click on the Quick What-if
to create asimulated
advising report for a student
who wishes to change

maj ors.




After selecting Quick What-If link, the following page appears. Enter the new major, minor or
concentration in the Plan Overridefield. In general the Requirement Plan Term should be the
term the student entered the College. (Y ou do not need to enter any datain the Subplan override
field) Select OK to generate the simulated advising transcript.

After selecting the Course What-If link, the following page appears. Enter the Subject of
the course you would like to “add” to the student’ s record and then press the search
button to return avalid list of courses. Select the course from the course list by clicking
on the check box. If more than one course isto be added, select the Add button and
continue to add courses. When you have finished adding courses, select OK to generate
the “simulated” advising transcript. These courses will be listed in the students advising
report with a notation that they are What-If courses and with aterm of 9999 — Future.



