An Illustrated Guide to Completing Grades in WebSTAR
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Student News: Spring 2012 Course Schedule and Student Guide

Annual student art exhibition debuts at Juanita Lowe gallery

Imperial Valley College debuted its annual student art show on Thursday at an informal reception in the Juanita Lowe Gallery on campus
“The 7th Annual Juried Student Art Exhilition ofthe Millenniurm will be on display during regular gallery hours from 10 a.m. to 4 p.m. Manday through Friday until April 4.

“The following slideshow is a preview of the extitition by IVC joumalism student Brandy Ronek.

Published on 16 March 2012
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Figure 1 – The IVC Main Page
1. Open your web browser, and go to www.imperial.edu. Click on the Faculty and Staff Tab at the top of the page. The very first entry is WebSTAR. This will take you to the student portal login page.
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VG ID: PIN: Agree and Continue | Forgot Your PIN?
By signing onto this portal, you agree to abide by its Terms of Use and the Imperial Valley College Student Code of Conduct. Violations
could result n restriction of portal privileges andior disciplinary action
Student Portal News

* New Events System

Some of you may have already noticed the new "Upcoming Events® module that's now shown above. In the updates that were
added last week to the Community section of the website It came with a brand new built-in events system that will replace the

Imperial Valley College News

 BLOOD DRIVE &amp: Marrow Screening
« All Summer 2012 Course Schedule Information is now online. We did not print a...
 Summer Student Guide 2012

« All Summer 2012 Course Schedule Information is now online. We did not print

Quick Links: Online Staff Directory | View Open Classes | Latest Schedule | Campus Map | Etudes | Athletics | Student Email | Faculty
Websites

To signup for emergency alerts via text message, please visit the following link to submit your phone number:

For security reasons, please remember to logout of the Student Portal when you are done and close your web browser.

e wary of any program or web page that asks you for your IVC D and password, Imperial Valey College el Pages that ask you for your IVC ID and password wil generally have URLS that
loagin wih *itps:” anc cantain “imperial ec” wihin the LRL isted in yaur browser's address bar.In addiion, your brawser shaull visualy indicate that you are accessing a secure page.

Go to the Imperial Valley College Homepage





Figure 2 – WebSTAR Login

2. Enter your User ID #. Your User ID # is your G-number. If you can’t remember your G-number, your Social Security Number will also work. 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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Figure 3 — First Webstar Screen

3. Select Faculty Advisor’s Menu.
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Figure 3 – First WebSTAR Screen
3. Select Faculty Advisor’s Menu.
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Figure 4 – Final Grades
4. In order to enter final grades, select Final Grades.
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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.
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For Spring 2012 --- click on a Course Number to begin entering grades for that course.

Spring 2012 NonCredit -]

COURSE  CRM TITLE START END  ENROLLED  NO
Fall 2011 Non-Credit # GRADES
POLS 102 20116 American Gov & Politics 17-J4N-12  0B-MAR-12 33 31
Subrmit an
POLS 102 20118  American Gov & Politics 13-MAR-12  10-MAY-12 37 37
1f you would like a different term, 8y
please select a term from the
above menu.
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Figure 6 – Select CRN
6. Once you’ve selected the term, you will be presented a list of sections. If you teach multiple sections, they will all be displayed here. Note that this page has been updated – it now shows all of your sections, and the number of grades remaining for you to enter in each section.

7. Select the course for which you want to enter grades.
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Return to Final Grades Summary

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

Course Information

American Government and Politics - POLS 102 17
CRN: 20116
Students Registered: 33

Stop Final Grades have not been submitted for 31 student(s)!

Caution Please submit the grades often.
There is a 30 minute time limit starting at 12:00 pm on Mar 19, 2012 for this page.

Final Grades

# Missing Student Name 1D Credits Registration Grade RolledLast Attend Date  Attend  Student
Grade Status MM/DD/YYYY ~ Hours  Email
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- I - 00 **Registered via  None + N Last Attend Date ~ None @
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Jan 03, 2012

2 - N G 000 ““Registered®™  None + N Last Attend Date ~ None ®
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Figure 7 – List of Students and Grade Options
8. 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. Note that I’ve blacked out the actual student data here.
9. There are a couple very important facts concerning entering grades in Webstar about which you need to be aware. 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 that you enter are actually saved.
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Figure 8 – Entering Grades
10. 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.
11. Select the grade that each student has earned from the pop-up menu.
12. If a student has earned a grade of “F” “NP” or “I,” you must also select the student’s last date of attendance in the class from the last date of attendance drop down menu. Note that you may enter last dates of attendance for all students, but these dates are only required for those students who have earned a grade of “F” “NP” or “I”.

13. For Positive Attendance classes, you will also need to enter the total number of hours each student has attended into the “Attend Hours” field. If the Hours Attended field will not let you enter hours, and you’re certain that your class is a positive attendance class, please contact the instruction office for further assistance.
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Return to Final Grades Summary

@ - Enter changes to final grades and attendance hours, then click Submit Grades.
- If the word "Confidential" appears next to a student's narme, information is to be kept confidential
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Course Information
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Figure 9 – Submitting Grades
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.”
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Figure 10 – Submitting Grades with an Error!

15. If there is any missing data from the grades, instead of responding that your grades have been saved successfully, the roster will instead tell you that your grade submissions have been rejected, and will give you a list of specific errors. In the example, above, student #1 received an incomplete grade, so he requires a last date of attendance.

16. Fix any errors that may have occurred. 

17. Once you’ve successfully entered your grades with no errors, please take a moment to double-check the grades to make sure that they are correct. Make any changes necessary.
18. After double-checking your grades and making any needed corrections, click the button to take you back to the Final Grades Summary. From there, clock on the Faculty Services link at the top of the page.
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Figure 11 – Faculty Services Menu – Select Summary Class List

19. Click on the Summary Class List link.
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Figure 12 – Summary Class List

20. 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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Figure 13 – The Final Grade Roster

21. Review your grades one more time to ensure that everyone has a grade, and that all of the grades are correct. Keep this document for your records.
22. If incomplete grades were assigned, then complete the Incomplete Grade form and submit to the Instruction Office for the Vice President of Academic Services’ signature.

NOTE OF CHANGE IN PROCESS:

Effective Summer 2013, grade records and attendance records are not required to be submitted to the Instruction Office, unless the course is classified as the “positive attendance” method for state apportionment (in which a separate memo will be sent only to faculty with a course(s) that fall in this category).  However, these records should be retained by instructors in the event a student formally disputes his/her grade or a student’s attendance is questioned for financial aid purposes. 
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