lllustrated guide to completing grades in Webstar.
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Figure 1 — The IVC Main Page
1. Open your web browser, and go to www.imperial.edu. Click on the Webstar link on the

right side of the page. This will take you to the sign in page for Webstar.

HELP EXIT

Imperial Valley College - User Login

(g For "User ID" use your Social Secutity Number ar user D provided by the Admissions and Records Office or through the admission application process

Your first PIN is your 6-digit bith date in mmcehyy order. August 4, 1973 will be 080472, After inputting your binthdate and clicking on "Login,” vou will
recelve a message that your PIN has expired. The PIN you change it to will be your permanent log-on PIN. Do not forget it

If you have forgotten your FIN, input your user ID or social security number and click on Forgot PIN?

User ID: |:|
PIN: [ ]

Login Forgat PIN?

RELEASE: 6.1 sowered by ot

Done webstar imperial edu: 7773 iy @. Mow: Mostly Sunny, 32°F  n | Thw62°F | Frit63°F Y
Figure 2 — The Webstar Log-in Page
2. Enter your User ID #. For those who have problems remembering your G number#’s,

Webstar will accept either your G-number, or your social security number. Once you
have entered your User ID #, enter your pin. Once you’ve entered your User ID # and
your pin, click on the Login button. If you enter your pin incorrectly three times in a row,
Webstar will lock your account. In order to get your account unlocked, contact the
Admissions Office.
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Imperial Valley College Main Web Menu

Welcome 4 f fo Web STAR

=== Click here to view new courses Fall Schedule 200§ <<<

Last web access on Oct 09, 2008 at 05.23 am

@’ Student & Financial Aid Menu
Complete an applicafion for admissions; Register for classes; Display your class schedule; View your holds; Display your grades & franscripts; Review Finangial Aid requirements & awards.

Employee Services
View or change your benefis informaton; View your leave hisiory or balances, job infermatien, pay stubs, W-2 or T4 forms; Change your W-4 informaten; Creafe requisiicns, purchase orders &
budget transfers; Query budgst & encum brance data and more

@ Faculty & Advisors Menu
Display Sudemmiormacon, Display your class st Enter grades; Process regisiralion cverrides; Process a siudent's regisiraion; Display your securly selup.

Return to Homepage

RELEASE: 6.1 powered by @t

& Internet F 100% -

Figure 3 — First Webstar Screen

3. Select Faculty Advisor’s Menu.

Faculty & Advisors Menu| - Windows Internet Explorer.

@_\;} ~ | https:fiwebstar. mperial.edu:7773plscurr jtwbkbis P_GenMenu?name=bmenu.P_Fackainbin ] & |[##][x] [co0ge [[=]-
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Search ﬂ RETURN TO MENU &ITE MAP HELP EXIT

Personal Information Student Services & Financial Aid Faculty Services Employee Main Menu

Faculty Services

D Term Selection

[} CRN Selection

D Roster Selection Menu

D Faculty Detail Schedule

D Faculty Schedule by Day and Time
D Detail Class List

Summary Class List

Final Grades

Display siudent informaton; View 2 siudent's schedule; Process regisiraton overrdes; Process s siudent's regisiration; Change & siudents class opfons.

@Adulsur Menu
View a studenfs franscript View a studenf's grades; Display your securty setup

RELEASE: 6.1 powered by (st

Done & tntemet & 100% v
Figure 4 — Final Grades
4. Inorder to enter final grades, select Final Grades.
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(‘Q 3elect the Term for processing then press the Submit Term button

Select a Term: Winter Intersession 2007 ,v:

Winter Infersession 2007
Fall 2006 Non-Credit

Fall 2008
Summer 2006 Non-Credit
Summer 2006
Spring 2006 Non-Credit powersd by (ot
Spring 2006
Winter 2006 Non-Credit
Winter Intersession 2008
Fall 2005 Non-Credit
Fall 2005
Spting 2005
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Figure 5 — Term Selection
5. Click on Term Selection, and then select the term for which you are going to enter
grades. Make sure that you’re clicking on the current term rather than the non-credit term.

{2 Select CRN - Windows Internet Explorer,
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Search G RETURNTCMENU SITEMAP HELP EXIT
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Select CRN

Q Please enter the CRN you wish to access, or select a different term from the menu

CRN: | intro to Political Science - 15246 ﬂ
Intro to Political Science - 15246

[ Enter Secbon |denifer (CRN] Direcly |

RELEASE: 6.1 powsred by @gf

Done & Intemet 100 v

Figure 6 — Select CRN

6. You will next be prompted to select the course for which you want to enter grades. If you
are teaching multiple classes, all of your courses will be listed here. Select the course for
which you want to enter grades, and then click the Submit button.
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Final Grade Worksheet

@ - Enter changes to final grades and attendance hours, then click Submit Grades.
- If the word "Confidential" appears next to a student's name, information is to be kept confidential.
- Click on a student's name to view the student's address(es) and phone(s)

Course Information

Introduction to Political Science - POLS 100 1
CRN: 15246
Students Registered: 27

A Please submit the grades often. There is a 30 minute time limit starting at 11:05 am on Jan 18, 2007 for this page.

Record S

Final Grades

Record Number Student Name ID Credits Registration Status Grade  Rolled Last Attend Date Attend Hours Registration Number
MW/DDAYYYY  0-899.99
1 Adams, John Q. G00631758 3.000 *Registered™ Naone #| N | | 7
Dec 04, 2006
2 Adams, John 00831754 3.000 “Regisiered" N | z
Dec 04, 2006 2
Jpare & Internet H100% v

Figure 7 — 25 students at a time

7. Once you’ve selected the course for which you want to enter grades, you’ll begin
entering grades for each student. You will be faced with a screen that looks similar to the
picture above.

8. There are a couple very important facts concerning entering grades in Webstar about
which you need to be aware. The maximum number of students that can be displayed on
a single page while entering grades is 25. If the enrollment for your class exceeds 25, you
will need to enter the grades for the first 25 students, submit the grades, and then select
the next group of 25 students where it says “Record Sets.” You also have 30 minutes to
submit grades before your Webstar session times out. So, if you are spending a lot of time
entering grades, you will want to hit the submit button regularly to ensure that the grades
are actually saved.
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Final Grades i
] |
Record Number Student Name D Credits Registration Status Grade  Rolled Last Attend Date Attend Hours Registration Number
MM/DDYYYY  0-899.99
1 Adams, John G 00631758 3.000 **Registered™ Nane | N | ‘ 7
Dec 04, 2008 Nane
2 Adams. John (00631754 3.000 **Registered™ N | 2
Dec 04, 2006 B
3 Buchanan, James ~ GO0631768 3.000 *Registered™ C N | \ 16
Dec 04, 2006 D
4 Chester, Arthur G00631773 3.000 **Registered™ F N | ‘ 2
Dec 04, 2006 '
5 Cleveland, Grover  GO0631774 3.000 **Registered™ Nane #| N | \ 22
Dec 04, 2008
6 Filmors, Millard ~ GO0B31766 3.000 *Registered™ N \ 14
Dec 04, 2006
7 Garfield, James ~ GO0B317723000 *Registered” N \ 20
Dec 04, 2008
8 Grant, Ulysses 8. GO0631770 3.000 *Registered™ Nane #| N | \ 18
Dec 04, 2008
9 Harison, Benjamin ~ GO0B31775 3.000 **Registered™ N \ 23 )
Dec 04, 2006
10 Harison, Wiliam H ~ G00831762 3000 **Registered™” N \ 10
Dec 04, 2008
1 Hayes, Rutherford B. GO06831771 3.000 *Registered™ Nane »| N | \ 19
Dec 04, 2008
12 Jackson, Andrew  GO0B31759 3000 ~Registered™ N \ 8
Dec 04, 2006
13 Jefferson, Thomas ~ GO0B31755 3000 **Registered™ N \ 3
Dec 04, 2008
14 Johnsan, Andrew G00631762 3.000 *Registered™ Nane »| N | \ 17
Dec 04, 2008
15 Lincoln, Abraham 5006831760 3.000 *Registered™ Nane +| N | [ g v
& Internet F00%

Figure 8 — Entering Grades

9.

10.
11.

12.

To enter grades for a given student, click on the grade pop-up menu. The pop-up menu
will give you a list of all of the grades that a student can receive, plus “None.” All
students must receive a grade, and “None” is not a valid grade.

Select the grade that each student has earned from the pop-up menu.

If a student has earned an“F,” “NC,” or “l,” you must also enter the student’s last date of
attendance in the class into the “Last Attend Date” field in the following format:
MM/DD/YYYY. If you do not enter two digit days and months, and 4 digit years,
Webstar will not accept the dates.

For Positive Attendance classes, you will also need to enter the total number of hours
each student has attended into the “Attend Hours” field. Positive Attendance classes
being offered during the Summer 2008 Session include the following classes: AHP 074,
DSPS 012, DSPS 018, DSPS 052, EMTP 245, and NURS 089.
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CRN:
Students Registered:

15246
27

A Please submit the grades often. There is a 30 minute time limit starting at 11:04 am on Jan 26, 2007 for this page.

The changes you made were saved successfully.

Record Sets: 1-25 26-27

Final Grades

Record Number Student Name ID Credits Registration Status Grade

MM/DDAYYYY  0-999.99

A N ] .
A EN ]

26 “*Registered™

Dec 04, 2008
“Registered™
Dec 04, 2008

Washington, George G00631751 3.000

27 Wilson, Woodrow ~ G00631779 3.000 | 27

Record Sets: 1-25 26-27

Submi M

A Please submit the grades often. There is a 30 minute time limit on this page.
Return to Previous

[ Term Sslecon | CRN Se

2cion | Class List | Facully Detal Schedule | Student Mcnu

RELEASE: 6.1

Rolled Last Attend Date Attend Hours Registration Number

sowared by (st

v

@ Internet

# 100%

Figdre 9 — Submitting Grades and Summary Class List
14. Once you have entered all of the grades, and clicked on the submit button, Webstar
should send the message “The changes you made were saved successfully.”

15. Please take a moment to double-check the grades to make sure that they are correct.

Make any changes necessary.
16. After double-checking your grades and making any needed corrections, select the
Summary Class List link.
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' Information System
Search ﬂ RETURN TC MENU SITE MAP HELP EXIT

Personal Information Student Services & Financial Aid Faculty Services Employee Main Menu

G00388542 Mathew Thale
Winter Infersession 2007

Summary Faculty Class List

@ Welcome to the Faculty Class List by CRN Display.

An asterisk will appear next to the appropriate field if any of the following conditions exist: 1) If the student has more than one major or department in histher primary
or secondary curriculum. 2} If the student has a program, level, college, or degree in hisfher secondary curiculum that is different from that in histher primary
curriculum

If the word "Confidential" appears next to a student's name, his/her personal information is to be kept confidential

You may click on the student's name to view his/her address and phone information.

Excel Download | Print Basic Roster Please read the following information
Canfiguring Margins for Printing

Rosters will not print correclty unless
margins are set

Course Information

Introduction to Political Science - POLS 100 1
CRN: 15248

Duration:  Jan 04, 2007 - Feb 06, 2007
Status: Active

h

| fplsfcurrfhzrastr P_Graderecord e Inkernet & 100%

Figure 10 — Summary Class List
17. Clicking on the Summary Class List will take you to the page shown above. Select the
Print Basic Roster button to see your printable final grade roster.
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o (& 1¥C Grade Record

* || https:/webstar.imperial.edu: 7773/ plsfcurefhzrostr P_Graderecord
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n »
i v |k Page + [ Tools -

Census Date: 10 TAN 2007
CREN  SUBJ CRSE
13246 POLS 100

INSTRUCTOR(S) - Frmery

] Class Start Date: 04
Class End Date: 08 FEB 2007

Imperial Valley College
Winter Intersession 2007
Full Term
26 JAN 2007

INTRO TO POLITICAL SCIENCE

TIME
0445-0845pm
Last Date to Add:
Deadline to drop WITH "W™:

TYPE
Lecturs Discussion
JAN 2007

DAYS
MTWEF

CREDITS DIVISION
3.00 BSS

BUILDING ROOM
300 310

Last
Attend

Drop

Fin
Datz i

hin]

Student Nams

G00631734 | Adams, John

1| GO0§31738 |Adams, John

1
3| GO0§31768
4

Buchanan, James

GD0631773  |Chester, Arthur

GD0631774

Cleveland, Grover

00631766

Filmore, Millard

00631772

Garfield, Tames

00631770 [Grant, Ulysses

00631773

Harrison, Benjamin

o P P I 2 Y e

o
[nR A IRy k=]
& =

00631762

Harrizon, William

GO0631771

Hayves, Rutherford

2| GD0631739

Jackson, Andrew

3| GD0631733

Jefferson, Thomas

GO0631769

Johnszon, Andrew

15[ G0D0631760

Lincoln, Abraham

16| GD0631756

Madison, James

17 GD0631778

McKinley, William

F o P v o )

181 GONAI17ST

Figure 11 — The Final Grade Roster

MWanrae James

18. Review your grades one more time to ensure that everyone has a grade, and that all of the
grades are correct. Once you are sure that all of the information is complete and correct,

print the roster.
19. Sign the roster.

20. Turn the signed grade roster along with a copy of the detailed grade and attendance
rosters to the instruction office. If you have given an incomplete grade to any of
your students, you will also need to complete and submit an incomplete grade form.

21. Please do not just leave the rosters, make sure that the instruction office staff has the
opportunity to double check that your grades are complete and all of the necessary
paperwork has been filed. Once your grades are certified as complete, you can leave
campus with the knowledge that your grades are complete and that the instruction office
will not be bothering you during your free time to correct problems with the grades.
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