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INTRODUCTION

STARS Il is the preeminent student admissions, registrations and tracking system especially
designed for the unique processes of the Uniformed Services University. With the capabilities
to perform both client and web based functionality, the STARS Il system offers staff, faculty and
students on-line information regarding courses, grades and applicant evaluation processing.
Ultimately the STARS Il systems will become apart of the Uniformed Services University
Corporate Database.

USER GUIDE OVERVIEW

The STARS Il User Guide is specifically designed to equip the user with instructions to
successfully perform each function in the application. It is also a comprehensive reference for
the user to assist with identifying screen and field definitions.

The User Guide is divided into three sections: Admissions, Registrar and Web components.
Within each of these sections, the User Guide is subdivided into Tutorials and Screen
References. Tutorials provide step-by-step details on how to perform the primary Admissions
and Registration functions using the STARS Il system. Secondly, the Screen References
provides a pictorial view of each screen in the STARS Il application; documentation of the data
in each field in each screen; and describes the action the user takes to achieve successful
results in completing a specific function.

CONVENTIONS

In this manual the conventions (styles) used are as follows:

Active Buttons, Bars and Menu Titles are indicated in Bold. Screen Names are listed below
each screen and are marked as figures. Action words/phrases (indicating that you must
perform some action) are indicated in Bold and Italics. WARNINGS WILL BE
HIGHLIGHTED AND IN ALL CAPS.

NAVIGATION
Basic windows functionality is required to use the STARS Il system. It is recommended to
utilize the Active Buttons at the bottom or the top of each screen to navigate through the

application.

When using the web component, it is recommended to utilize the screen navigation buttons
instead of your web browser controls.
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STARS Il SYSTEM FUNCTIONS

STARS Il Main Menu: The purpose of the STARS Il Main Menu is to log in to STARS Il. The
user will have access to the designated component of the system. This module consists of
Medical Education, Graduate Education, Graduate School of Nursing, Student Status and
Services, Administration, and Military Personnel Office.

Admissions: The purpose of the Admissions module is to access, send and receive data from
the AMCAS processing center. This module also has the ability to view and update USU
applicant records as well as the action codes for each applicant. The screens located in this
module for testing are: Applicant Record, Personal Information, Academic Information, MCAT
Information, All Applicant Records, View All Applicants Action Codes, View All Applicant
Records, View All Action History.

Registrar’s Office: Manages all student data such as grades, addresses, and students’
academic progress. The purpose of the Registrar's module is to view, input, modify, all student
related information.

Web Component: Provides web access to students, staff and faculty for the purpose of viewing
grades, electronic submission of grades for verification, and viewing student photos.

Reports Module: In both the Admissions module and the Registrars module a number of
predetermined reports are generated. The purpose of the Reports module is to produce a
series of essential reports based on the information in the STARS II.

STARS II System Problems — Contact the UIS Helpdesk at 301-295-9800 for system
problems.
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ADMISSIONS OFFICE TUTORIALS

The tutorials provide guidance in the performance of routine functions in STARS Il. Follow each
step in succession to become familiar with the functionality of the system.

Tutorial 1: Log on to STARS Il

To begin using the STARS Il application, you must log on and connect with the Oracle
database. Follow the steps in succession.

Step 1 Double-click on the STARS Il icon on the desktop. You will then see the Oracle
log in screen (Figure 1).

Logon | x|

zermame;

FPaszwiard:

Databaze:

Connect I Cancel

Figure 1: Oracle Log in Screen

Step 2 Enter the following data in the fields:
User ID: Type in your user name;

Password: Type in your password;
Connect: Type in USU.

Step 3 Click Connect to proceed.

Step 4 You will now notice the STARS Il Main Menu (Figure 2).
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".ﬂ Stars Il - [Main Menu] =1 E3
= windows =le] =]

| fiedical Education I STA RS I I
Graduate Education | B Tracking & Registration System

Graduate School of Mursing I

Student Status and Services I

Administration I

Military Personnel Office I

Exit I

|Record: 11

Figure 2: Stars Il Main Menu

Step 5 Click the Medical Education button.

Step 6 When you see the Medical Education Main Menu, click the Admissions bar
(Figure 3) that will then take you to the Admissions Main Menu .

.'.'ﬂ Stars Il - [Medical Education Menu]
Bl window == =]

Medical Education

Registrar I

Back I

|Record: 1.1 | [ |

Figure 3: Medical Education Main Menu
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Tutorial 2: Individual Applicant Search

This tutorial will guide you through each step to search for an individual applicant. You can also
retrieve an applicant’s record using this feature.

Click on the Individual
Applicant Search bar to

8 Stars Il - [Admissions Menu] [_[O]x] . 3 s
=1 window ST retrieve one applicant’s

/\re Cord

Applicant Entry

Bl Window =181x]

applicant Records

wigw All Action Codes INDIVIDUAL APPLICANT SEARCH

Individual Applicant Search T
|
|
|
I
|

Matriculation Search for |G Retiieve Applicant Record

Type l—

Interview Applications 2 _Begn Seerch_|
“Vour search returns following records

System admisiration I E——

—————————— REPORT LIST-———— |
Back |
[Record: 141 [ [ [ Clear Back

Figure 4: Admissions Main Menu

[Record: 171 [ [ [

Figure 5: Individual Applicant Search

Step 1 Select the Individual Applicant Search bar, from the Admissions main menu.

Step 2 From the Search for menu drop down list, choose how you want to search.
Note: You may search by last name or social security number.

Step 3 Enter the Applicant’s last name or the social security number, and click the
Begin Search button.

Step 4 Once you locate the applicant you are looking for, select the applicant from the
list (using the up and down arrow keys), then click on the Retrieve Applicant
Record bar to access the applicant’s record (Figure 5).
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Tutorial 3: View an Applicant Record

The STARS Il system permits Admissions Office personnel to electronically view and update an

applicant’s record. This tutorial will guide you through each step to access an applicant’s
record.

Step 1 From the Admissions Main Menu (Figure 4), click the Applicant Records bar.
You will now see the View All Applicant Records screen (Figure 6).
@ window TS|
ademic vejr Reset | Retrieve Applicant Racnr’dl
SSN Firstname Middlename Lastname &d
i<
—= | Figure 6: View All Applicant Records
[Record: 141 |
Step 2 From the Academic Year down arrow, select an academic year. This action will
display all applicant records for the selected year.
Step 3 Click once on an applicant’'s name to highlight the applicant. You will notice that
the entire row of the applicant’s name will be highlighted.
Step 4 Click on the Retrieve Applicant Record button to display the Applicant Record
(Figure 7).

5N Seare 11 - [ASpplicant Record]
1 o =l =<1
Applicant Record
SSMN Pre Firstnanmne rMMiddlename Lastnane SufFir Piar Mo
|ocooooooo | I frricar=a [Eare edisor ) ksoooo 4 |ou=re]| » |
Applicant Fecard | FPersonal ] 1
Anecas File No Change MNo
ey = L Total
Cwcle Add Cwcle ¥r Cycle Change Bl d S
Ea [1-meRzooz [STARS ——
[ ADMINISTRATIVE REVIEW IEEE; I1 S-rAR-2Z002 ETAF{S =
Prior Service? Swe Code Swo lOazr wWiswfpdate Action Codes 1 Wisws Tertiar 1
e =] =1 m ves o COMMITTEE REWIE W
Branch [T ot ool ol =1 IMNITIALS CATE l L MO TIETCATICN |
fhiot =oolioonis Feject =T [ =
Reapplicant? — re= & Mo R =1
Disadvantaged? i res & Mo Trevite For Trk o<
Phy Problem? AssE Dean & =11 |
— ADMISSIONS REQUIREMENTS COMMENTS
— USs Citizen® — Biclogy — Physics — ase — rae — == — o — A — =ej
I~ 15-30 vears : I <hemiInorar [ calculus
I~ Baccalaureate Degre=e? [ Chem(Crg) — English
— rMoaT  Tnitials [ I =] = | I Coan Concus [~ Doean Ups to sccept [ Dean Dunarades to ale
Print | Sawe | Back |
FRP-40170E: Mo navigable itemns in destination block
IRecord: 1.1 [ IList of walues |
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Tutorial 4: View the Applicant Record (Personal Information, Education Information and MCAT
Information

In this tutorial, you will view the additional three tabs in the applicant’s record. The Applicant
Record displays all data located on the hard copy file of the Applicant Record. The Personal
Information, Education and MCAT Information provides additional data received from the

AWS/AMCAS data file.
Step 1
Step 2 You may view any information on any of these screens.

Step 3

From the Applicant Record screen, click the Personal, Education, or MCAT tab.

To exit out of the Applicant Record, click the Back button.

= window == x|
Applicant Entry
r—. . - .- __ £ Stars Il - [Applicant Record] [-[o[x] |
55N Pre_ Firstname Middlename Lastname Suffix  Pin No. Enter Quer p
Erccute_Query] — S =l=ix|

bpplicant Record | Persoral | Education | MCAT |
Address Type  Street City 5t Zip SSN Pre_ Firstname Middlename

A [ [ =]

Cournlty MailStp Ruial Fite

Applcant Fecord | Personal | Education |

Lastname

Applicant Entry

Suffix  PinNo.  Enter_Quer:
Execute_Query

MCAT |

Country Citizenship  Colleges
*
\L ;I School Code School Name Degree Major Pgm Aktended Grad Date  Exp Grad Date
Bithdste  Age Sex M EthioCode® Dwiption  MailalStatus  #Kids Visa Typa I I R
e ol | T R R
Phones  PhnType Number Last Update 4
E-mail  Location Email Address 4
Wigw GPAISquIema\a\ Hours Information |
1
— \
" Yes * Mo Advisor Information Released? " Yes @ No  Recipient of School Action?
Clear Print Save | Earéf:&tit | " ¥es (& Mo Any Pre-Medical Preparation? ¥es (= No Fee Waived for Applicant?
" Yes & Mo Prev Med Candidate? Yes (% Mo Evaluation Provided?
Premed Advisor
\
[Record: 1/1 [ [ [
Clear | Print Save Cancel_Exit |
e A ] = Stars |l - [Applicant Record]

= indow

[Record, 1/1

\ |

Applicant Recora

SSN Pre  Firstname mMiddlename Lastname Suffix Pin No.
500000000 ﬁrr\téted Eant Edvisor I ﬁADDDD

Education |

Applicant Record | Personal |

_Q,_ T Test Sore

MCAT No.

T

Since 19917 Date Series Litho WS Form No

MNat'l
Score % Rank

Percentile

Range Score Band

¥erbal Reasoning

Physical Sciences
WS Code

Biological Sciences

Test Taken Under Non-Standard Conditions? ¢~ y¥es ¥ Mo  List on Registry? ¢ ves % Mo

Print I Save Back |

[Record: 177 I [ [ |

Figure 8: Applicant Record (Personal, Education, and MCAT Tab)

\
Nyt Test Date \\
I

Here are the Personal,
Education, and MCAT
screens in the Applicant
Record.
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Tutorial 5: View Update Applicant Action Code

Step 1 From the Applicant Record screen, locate the Applicant Action Code section.
Click on the View/Update Action Code button. The Admissions Action History
screen appears (Figure 9).

£ Stars 1| - [Update Admission Action]

| window I ETE
Admission Action History i

55N Firstname Middlename Lastname Pin No

[ 7 ]

Vizw/Update Action History |

cd Des(riitinn Date Edited Bi:

Add Record Delete Record |

Print | Save | Back

FRM-40350: Quary caused na records to be retievad
[Record: 171 [ [

Figure 9: Admission Action History

Step 2 To enter a new code, move the cursor to the next available line.

Step 3 Click the Add Record button. This action automatically triggers the Action
Descriptions screen to appear (Figure 10).

Action Descnphion Ed

Find e Figure 10: Action Description

SHchion Code Achtion

52 FPERSOMAL STATEMEMNT A
53 ALL MATERIALS SUEMITTE
mn ILICI I”ID1I C AR DO ICTTE
4| |E .

Find I (] 8 I Cancel I
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Step 4

Step 5

Step 6
Step 7

Step 8

Use the up and down scroll bar to view the action descriptions. Click once to
highlight the description then click OK to select the appropriate code and
description.

Note: This screen also has a search feature. To activate the search feature,
click once in the Find field with the % sign. Then enter the first letter or two
of the code. Click on the Find button once and the descriptions beginning
with the appropriate codes will appear. You will have to click once on the
description to select it and then click OK to select the appropriate code and
description. Notice the code and description appears on the Admission
Action History screen.

Once you have added a record, the date and your user id will come up in the
field. If you need to clear a row, click the delete button.

To save your changes, click the Save button.
To print the Admission Action History, click Print.

Click the Back button to return to the Applicant Record.
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Tutorial 6: Administrative Review

Step 1 On the Applicant Record screen, locate the section titled Administrative Review
(Figure 11).
Step 2 Click Yes or No to indicate the applicant’s prior service.
Step 3 Click on the down arrow to select the appropriate service code.
Step 4 Click Yes or No to indicate if Service Letters of Approval are apart of the
applicant’s record.
Step 5 Click on the down arrow to select the appropriate branch of service of the
applicant.
Step 6 Click on Yes or No to indicate if the applicant is a re-applying.
Step 7 Click on Yes or No to indicate if the applicant is Disadvantaged.
Step 8 Click in the field and enter applicant’s physical problems if any.
Step 9 To save the data entered, click Save.
Step 10 To Print the Applicant Record, click Print.
Step 11 To return to either the View All Applicant Records screen or the Individual
Applicant Search screen, click the Back button.
= s i S - ADMINISTRATIVE REVIEW |
Appllcant Record Prior Service? Svc Code Syc LOA?
el e Civestitio [ =l Cves =t
d Perzanal I E ducatian | MCAT I Branch I ;I
:vde Add cv::a:e::dg Change frplkantSeere 1|-.-|.E 'ode - fotal —— ,/ Reapplicant? r Yes F Mo
 ADMINISTRATIVE REVIEW i fFThS /’/ Disadyantaged? ez ¢ Mo
P{fﬂ;::;vi;z? Sl__lu“ fode Swcloq? | _vewtettsry | {+—] Physical Problem? |
PV ey = —TATE NOTIFICATION . | AnuiccINcC DCAINIDCUWCUMTe
i £? L A d
E:s:‘:l‘:'lantaged? ez (v No f:\:::;;‘;?:::: gl
Physical Problem? l— Asst Dean Approval j I

I Us Citizen?
I~ 16-30 Years.

— ADMISSIONS REQUIREMENTS

I Baccalaureate Degresr [~ Chem({Org) [ English

I™ Chem{Tnorg) [~ Calculus

———— COMMENTS
I™ Biclogy I™ Physics |7|' ask [ mp [ RE [ ac [ At [ Re

™ MCAT  Initidls ﬁl ;I I Dean Concurs [~ Dean Ups to Accept [ Dean Dwngrades to At
Prink | Save I Back I
Record: 1/7 [ [ [ |
Figure 11: Administrative Review
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Tutorial 7: Committee Review

Step 1 On the Applicant Record screen, locate the section titled Committee Review
(Figure 12).
Step 2 To denote an applicant is rejected, click in the Reject field, then click in the date

field to enter the date of this action.

Step 3 To denote concurrence in rejection, click in the Concur in Rejection field, then
click in the date field to enter the date of this action.

Step 4 Click in the Invite for Interview field if applicant will be invited for interview, then

click in the date field to enter the date of this action.

Step 5 Click once in the Notification field to indicate that correspondence has been sent

to applicant.

Step 6 FOR ASST. DEAN ONLY Click on the down arrow in the Assistant Dean
Approval field and select appropriate comment. Once a comment is entered, the

signature and date will automatically be entered.

Step 7 To save changes, click the Save button.
Step 8 To Print the Applicant Record, click Print.
Step 9 Click the Back button to return to either the View All Applicant Records screen or

the Individual Applicant Search screen.

!ﬂ Stars Il - [Applicant Record] M= E3
=] Window =18] x|
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Figure 12: Committee Review
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Tutorial 8: Admissions Requirements

Step 1 On the Applicant Record screen, locate the Admissions Requirements section
(Figure 13).

Step 2 Click in each box to select admissions requirements that have been met.

Step 3 Click in the initial field and your user id will automatically appear.

Step 4 Click the Save button to save the data you just entered.

Step 5 To Print the Applicant Record, click the Print button.

Step 6 The Back button allows you to return to either the View All Applicant Records
screen or the Individual Applicant Search screen.

| window IRETE

Applicant Record

55N Pre  Firstname Middlename Lastname Suffix  Pin No.
FDDDDDDDD Imtatad Eant dvisor I IADDDD 4 |Query| b |
Ap rd | Perzonal I Education I MCAT I
Ann Change No Applicant Score m Applicant Action Code Total
11-MAR-2002|STARS - —
Cycle Add Cycle ¥¢ Cycle Change
4 [11+aR-2002 [FTARS —
— ADMINISTRATIYE RE¥VIEW lﬁh 3-MAR-2002 ISTAHS -
Prior Service? Syc Code Svc LOA? ‘iew[Update Action Codes | view Tertiar
q =| " Yes 51
LA =" M0 COMMITTEE REVIEW
Branch Mot Anplioable = INITIALS DATE lﬁ I| HOTIFICATION ﬂ|
~ Reject
Reapplicant? " Yes & No Concur In Rejection b -
Disadvantaged? " Yes (+ Mo s iy e ¥
Physical Problem? I Asst Dean Approval - I
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[~ 18-30 Years: I~ cChem{Inorg) [~ Calculus
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Print I Save | Back |
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Figure 13: Admissions Requirements
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Tutorial 9: Comments

Step 1 On the Applicant Record screen, locate the Admissions Requirements section
(Figure 14).
Step 2 Click in each box to denote the appropriate comment type.
!'ﬂ Stars |l - [Applicant Record] =] E3
| wWindow == x|
Applicant Record :
55N Pre  Firstname Middlename Lastname Suffix  Pin No. =
i 00000000 I rritated Eant E\:lvisnr I I A0000 4 |Query| » | [:D H HEHTS
Perzonal I Education I MCAT I r HSE r Mp r EE r P'EI: r P'll r RE]
Amcas File No Change No Applicant Score ppli ion Code Total
cdeAdd Cycla ¥r Cycle Changa <0 | 11444 3 =
cuded cocle ¥ Cucle Chang EI‘H-MAH-ZUUE ISTAHS | e
— ADMINISTRATIYE RE¥VIEW lﬁl‘l 3-MAR-2002 ISTAHS [ q
Prior Service? Svc Code Swc LOA? View[Update Action Codes | Yiew Tertiary A r DEal'l CI:InI:LIr'S r DEal'l UPS 1] |‘!'|I:I:Ep[ r DE&I'I DWI'IgradES b Alt
Covest o Jo =l CvesFiel e rrview I %
Branch Mot Anplicable - IMITIALS DATE MOTIERCATION A
i X
Reapplicant? i Yes (% Mo concur In Re;?;;; fl J
Disadvantaged? " Yes (+ Mo s iy e
Physical Problem? I Asst Dean Approval ;JJ/ I
— ADMISSIONS REQUIREMENTS | COMMENTS
[ US Citizen? I™ Biology ™ Physics I~ Ask I e RE | Ac [ &kt [ Rej
[~ 18-30 Years: I~ cChem{Inorg) [~ Calculus
[~ Baccalaureate Degree? [~ ChemfOrg) [~ English
omcar minels | x| 7] [~ Dean Concurs [~ Dean Ups to Accept [~ Dean Dwngrades to Alt
Print I Save | Back |
Record 172 |

Figure 14: Comment Codes

Step 3 Click the Save button to save the data entered.
Step 4 To print the Applicant Record, click the Print button.
Step 5 Click the Back button to return to either the View All Applicant Records screen or

the Individual Applicant Search screen.
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Tutorial 10: Update Applicant’s Personal Information (Address, Phone, etc.)

Step 1

Step 2

Step 3
Step 4

Step 5

From the Applicant Record screen, click the Personal tab of the Applicant
Record.

Scroll left or right in the Address Type field until you locate the type of address
you want to enter.

Update all the necessary information in the appropriate fields.

Click the Save button to save updated information to the applicant record.

Click on the Applicant Record tab to return to the Applicant Record or click the
Back button which will return you to either the View All Applicant Records screen
or the Individual Applicant Search screen.

.'.ﬂ Stars Il - [Applicant Record]
| window — =] x|
Applicant Record
SSN Pre  Firstname Middlename Lastname Suffix  Pin No.
| ] | Jirritated fzant |pdvisor | JLano00 L IQueryI » |
Applicant Becord I Perzanal I E ducation I MCAT
Address Type  Skreet City St Zip
4 [ERTHF p | e =]
County Mail Stp Rural Rte
Countiy Citizenship
EI [United States
Birthdate Aoe Sex MM Ethnic Code & Description bdarital Status  HEid= Viza Tupe
| | [F [ [E pstanmpian | [ |
Phones Phn Tupe Mumber Last Lpdate
[Fes ] [z5-nov-2001 =
E-mail Location  Email Address
[ocal | =
Prink Save Back I
|Recard: 147 [ [ |
Figure 15: Applicant Record - Personal Tab
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Tutorial 11: View/Update Applicant’s Education Information

Step 1 From the Education Tab in the Applicant Record, click on the View
GPA/Supplemental Hours Information button (Figure 16).

Step 2 After reviewing the GPA/Supplemental Hours Information, click OK to return to
the Education tab of the Applicant Record.

!ﬂ Stars Il - [Applicant Record] M= E3
=] Window =18] x|

Pre_ Firstname Middlename Lastname Suffis  Pin No.

GoN
i
ﬁDDUDDDDD I ﬁrrltated Eant Edwsor ﬁADDDU 4 |Quary [ J BCPM A TOTAL

MOAT I IYear GPa  Houwrs GPA  Hows GPA  Hours

Applicant Record | Perzanal I

[ Colleges

School Code School Mams Deiree IMajor Pim Attended Grad Date Exi Grad Date

Wiew GPAJSupplemental Hours Informatloé Supp Hrs Faill_ A Placement Hrs F P Gradel_

— Miscell Supp Hrz F'assl Clep Hrs
" yes * Mo Advisor Information Released? i~ Yes (* Mo Recipient of School Action?
 Yes (% Mo Any Pre-Medical Preparation? i Yes (* No  Fee Waived for Applicant?

ok |

" Yes ¥ No Prey Med Candidate? " ‘Yes (* No Evaluation Provided?

Premed Ad¥isor |

Print Save Back I

Recaord: 147 |

Figure 16: GPA/Supplemental Hours
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Tutorial 12: Update Miscellaneous Education Information on Applicant Record

From the Education Tab in the Applicant Record, locate the miscellaneous

Click Yes or No to indicate the appropriate response to the questions in this

Type the name of the applicant’s advisor in the Premed Advisor field.

Upon completion of all updates, click the Save button to save updated

If you do not want to save the information you just entered, click the Back button,

which will return you to either the View All Applicant Records screen or the

Step 1
section (Figure 17).
Step 2
section.
Step 3
Step 4
information to the applicant record.
Step 5
Individual Applicant Search screen.
| Window o [T

Applicant Record

Pre_ Firstname Middlename Lastname Suffis  Pin No.

GoN
ﬁDDUDDDDD I ﬁrritated Eant

dpplicant Fiecord | Parsonal | {77E
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Deiree IMajor Pim Attended Grad Date Exi Grad Date

/

Wiew GPAJSupplemental HOW

" yes * Mo Advisor Information Released? i~ Yes (* Mo Recipient of School Action?

 Yes (% Mo Any Pre-Medical Preparation? i Yes (* No  Fee Waived for Applicant?

" Yes ¥ No Prey Med Candidate? " ‘Yes (* No Evaluation Provided?

Premed Ad¥isor |

Edwsor ﬁADDDU L} |Quary »

Print Save Back

- Miscellaneous

(" e O iy Adviso Information Released? ™ Yes (¥ Ho Recipient of School Actior
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Figure 17: Miscellaneous (Education Tab)
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Tutorial 13: Update MCAT Information on Applicant’s Record

Step 1 From the Applicant Record, click the MCAT tab.
Step 2 Enter any changes necessary on this screen.
Step 3 Upon completion of all updates, click the Save button to save updated

information to the applicant record.

Step 4 Click on the Back button to return to the View All Applicant Records screen.

.'Pl'.i Stars Il - [Applicant Record]

T window =] x|
-
Applicant Record
SSMN Pre  Firstname Middlename Lastnane Suffix  Pin No.
Joooooooon | fIrritated fzant [pdwisor | JLano0o 4 |Quer-,a| » |
Applicant Recaord I Ferzonal I E ducation I
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Figure 18: MCAT Tab
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Tutorial 14: View All Applicant Action Codes

Step 1

Step 2
Step 3

Step 4

Step 5

.'.ﬂ Starz Il - [Action History]

| window =& x|

View All Applicant Action Codes

Application Year  Action Codes
IM vi I =0 ﬂ Query | Reset | Rekrieve Action History |

From the Admissions Main Menu, select View All Applicant Action Codes.
You should now see the View All Applicant Action Codes screen. (Figure

Click the drop down arrow under the application year and select a year.
Next, select an action code from the actions code drop down list.

Click the query button to retrieve the complete list of students with that action
code in that application year.

Highlight the student you would like to view the history for and click the Retrieve
Action History button. You will get the Admission Action History screen, which
you may add, delete, or print the Action History.

S5M First Mame Middle Name  Last Name Siinalure ﬁ Action Dah&J

—
—
B
—
N g

Back |
|| B Grougwise Maibo: | 37 Micrasoft Word - ST&RS I1.|[gE] Stars 1t - [Action Hist._.
Figure 19: View All Applicant Action Codes
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Tutorial 15: Matriculation By Action Code

Step 1

Step 2
Step 3
Step 4
Step 5
Step 6

Step 7

Step 8

Step 9

From the Admissions Main Menu, click the Matriculation bar. You will now see
the screen, Matriculating All Applicants by Action Code. (Figure

Select an application year from the drop down menu.
Select an action code from action code drop down list.
Enter a class year.

Enter the expected Graduation date.

Enter the date of matriculation.

Click the Query button. You will now get a list of applicants who meet the criteria
you have entered.

Once you have verified the applicants to be matriculated, click the matriculating
button. You will get a message indicating that the applicants have been
matriculated successfully.

Once the applicants have been matriculated, click the back button to return to
the Admissions Main Menu.

:11 Stars Il - [Action History]

= windiowes

_=] x|

Matriculating All Applicants by Action Code

Application ¥Year Action Code Enter Class Year graduation Date Matriculation Date

Enter Expected Enter

55M

Firskt Mame Middle Mame Last Mame Siinatule Cd Action Dc‘lteJ

LI I * I Query
(DO-MOR-YYY (DD-MOR= YYD

—

e
Makriculating I Fekrieve Action History I Feset I Back. I
|Record: 1.1 |
Figure 20: Matriculating All Applicants by Action Code
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Tutorial 16: Interviewer Information

The Interviewer Information screen is a simplified input screen to record information about any
individual who would be scheduled for applicant interviews, conducting Tertiary Reviews or
reviewing applicant information as an Admissions Committee Member (ACM). Most of the fields
in this screen are user input. Once information has been entered into the STARS Il database
from this screen, the data will be retained and is viewable in other screens such as the Interview
Scheduling module.

Step 1 From the Admissions Main Menu, select the Interview Applications bar.

Step 2 Next, select the Interviewer Information bar. You will now see the Interviewer’s
Information screen (Figure 21).

Step 3 Enter all the information you have for the interviewer. Note: You must enter the
SSN, Last Name, First Name, Birth Date, Category, and Role before you
can move on. The fields are listed below:

Step 4 Once all the interviewer’s information has been entered, click the Save button to
save the interviewer’s information to the database.

Step 5 Click the Back button to return to the Interview Applications Main Menu.

"3'3 Stars 1l - [Interviewer Information]
@ S indow ;lilil
Interviewer Information
Birth Date
S5M Last Mame MI Firsk Mane {dd-mon-vvww) Age Category Role
| =] [ | [ =l mr =]
Address Type Sktreet City Stake
I =1 I | E
IZiP IGender IMaritaI Status Specialty Type mMedical Specialty
Ethnicity MMinority Branch of Service
=1 | =1 | =1
Title Rank Position Organization
| | | |
Phone Type Phone Mumber Email Type Email Address
| =1 | | =1 |
Clear I Save =< Back
|Record: 1.1 | |
Figure 21: Interviewer Information
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Tutorial 17: Scheduling An Interview (Interview Set-Up)

The Interview Scheduling module permits the user to schedule an applicant’s first, second and
tertiary interviews. The Interview Scheduling tabs are: Interview Set-Up (Figure 22) and View

Interview Details (Figure 23).

Remember! To schedule an
Applicant Interview, select the
Application Year and the
Applicant data appears!

£ Stars 11 - [Interview Applicant]
Applicant Interview Schedule
Inberview Set-up I Y iswy Inberyisnw Detsil I
Application Year
- Resek I Retriewve Individual InFor I
Ssh Lastname Firstname Middlername Sen I—
| | | I =
| I | I Prior Interwview —
: : : : First Interview Dakte |
: : : : First Interwview Tinme I 'I
| | | 1 Second Interview Date I
| | | I
I I I I Second Interview time I vI
: : : : App Interview Confin —
R I
| | | I = oom
Sawve I Eack I
|Record: 141 | [ [

Figure 22: Applicant Interview Schedule (Interview Set-up)

Step 1 From the Admissions Main Menu select the Interview Applications bar
Step 2 Click on the Interview Scheduling bar
Step 3 Select a year from the Application Year pull down menu. Applicant data will
appear on the screen.
Step 4 To schedule an applicant for an interview, complete all the fields on the interview
set-up tab (Figure 22):
SSN: The applicant’s social security number will be filled in.
Prior Interview: Click the box if the applicant has had prior interview.
1% Interview Date: Enter the date of first interview.
1! Interview Time: Click the down arrow and select an interview time.
2" Interview Date: Enter the date of second interview.
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2" Interview Time: Click the down arrow and select an interview time.
App Interview Confirm: Click the box if applicant has confirmed interview.
Room: Type the room number where the interview will be held.

Step 5 Click on the Save button to save interview schedule information.

Step 6 Click the Clear button to clear the information from the screen.

WARNING: YOU MUST CLICK ON THE CLEAR
BUTTON TO CLEAR DATA FROM THIS
SCREEN, THEN CLICK THE BACK
BUTTON TO CORRECTLY COMMIT DATA
TO THE STARS || DATABASE

Step 7 Click the Back button to return to the Interview Applications Main Menu.
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Tutorial 18: Scheduling An Interview (View Interview Detail)

Step 1

Step 2

Step 3

Step 4

Step 5

Step 7

From the Applicant Interview Schedule screen, click the View Interview Detail tab

(Figure 23).

Select the Application Year from the pull down menu

If you need to change any information, click the field you need to change and
enter the necessary changes. Note: You cannot change SSN, First Name,

Last Name, or Interview Date 1.

Click on the Clear button to clear interview information. You will now be asked if

you want to save the changes you have made.

Click Yes if you want to save the changes and the screen will update and then

clear the data or click No and the screen will only clear the data.

Click the Back button to return to the Interview Applications Main Menu.

4 Stars 11 - [Interview Applicant]

@ firdonw

Applicant Interview Schedule

Interview Set-up IEView Interview Detail I

A lication Year
I vI Cl=ar I

— =1 =1

Interview Interview Interview Interview

Last Mame First MName Daktel Timel Date2 Tinme2 Confm Prior

=

Sawe I Back I
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Figure 23: Applicant Interview Schedule (View Interview Detail)
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Tutorial 19: Interview Evaluation

The Interview Evaluation component of the STARS Il application consists of two main functions.
First, an interviewer can record the pertinent information and evaluation of an applicant directly
into the STARS |l database. Secondly, the Admissions Office, Deans, and Admissions

Committee members can view all Interview Evaluations. The Interview Evaluation consists of

the following tabs: Interview Information, Narratives, Applicant Rating, Overall Assessment, and

Summary.

For the Interviewer:

) window =lax]
[ <+— Figure 24: Interview Options
Yiew All Interviews
Back
B2 window JRETET
[Record: 141 I Continue:
Back.
Figure 25: Interviewer’s SSN >
|Record: 1/1 I
Step 1 From the Admissions Main Menu, select Interview Applications bar.
Step 2 Click on the Interview Evaluation bar, you will see the Enter Interview Options
main menu (Figure 24).
Step 3 Click on the Interviewer button.
Step 4 Enter your social security number (Figure 25), then click on the Continue button.
Step 5 From the Application Year pull down menu (Figure 26), select the application
year of the applicant interviewed.
Step 6 Select the Applicant you interviewed from the applicant list (Figure 27).
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Figure 26: Interview Evaluation (Interview Information) Ge Interview Evaluation can be\
completed during or anytime
following the applicant interview.

#8 Stars Il - [STARSII]

Bl window Be sure to enter the date and
Interview Evaluation time the actual Interview
occurred.
APP. Year Applicant Name 55N Age Minority? /
1998
1999
2000
Inter{zo01 onI Marratives I Applicant Fating I Ovwerall Assessment I SUVW
2002
MWH Name Age Rank Branch Title
J [ | [ APPLICANT NAME
Organization IMedical Specialty Find IXDDDDDDDUE‘
MAME S5
Interview Date(DD-MON-YY) Begin Time (HH24:MI)  End Time (HH24:MI) 1=
The number of candidates wou have interviewed For LSUHS this year:l_ Previgus years: l_
SavE | Back |
4 L |
|Recaord: 141 |List of Yalues | Find | Cancel |
Figure 27: Applicant List
Step 7 Enter the interview date, begin time and end time of the day you conducted the

interview. Note: The interview time on this screen must be entered in
military time.

WARNING: DO NOT CLICK THE SAVE
BUTTON AT THIS TIME !!

Step 8 From the Interview Evaluation screen, click on the Narratives tab (Figure 28).
Step 9 Select the category for which your comments will be entered.

Step 10 Enter comments in the box below the Narrative topic.
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8 STARSH SYSTEM - [STARSI]

@ Wwindow
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Figure 28: Interview Evaluation (Narratives)

Step 11

8 STARSII SYSTEM - [STARSIN]

(] o ST

Interview Evaluation

Click on the tab titled Applicant Rating (Figure 29).

Choose your rating from
the pull down menu!

TEM - [STARSH]
ADP. Year Fﬂum s8N I'E Mirril
Tdrr Infcamatun Manatves | Appheart Ralrg [ Ovreol Assesmert | Fa— |
2ar  Applicant Name 5N Age  Minority?
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Mativaon for Mecicive R ~|
Motrvation for Milltary Medcing -
mation | Maralives | Applicant Rating || DverallAssesement | Summay
[y e—| =
R =] How Would You Rate This Applicant?
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Save Back
[Record: 171

Figure 29: Interview Evaluation (Applicant Rating)
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Step 12 For each category, rate the applicant by selecting only one rating from the pull
down menu

Step 13 Click on the Overall Assessment tab (Figure 30), to enter your overall
assessment of the applicant. Note: you can click only one assessment
option!!

£ Stars Il - [STARSII] H[=] E3
@ Wfindion =181

Interview Evaluation

APP. Year Applicant Name 554 Age Minority?
Interviess Infarmation I Marratives Applicant Fating I Overall Azzezzment I Summarny

— Select One Overall Azszezsment

Thiz iz an excephional candidate, with several notable strengths and no apparent deficiencies worthy of mention.
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™ This is an above-average candidate, with several strengths and only minor deficiencies.

i~ This is an awverage candidate, with strengthz to balance deficiencies. Lesz deszirable than ather candidates.

¢~ This iz a below-average candidate whio might be considered for admizsion but may be a risk because of certain
deficiencies.

™ This is a marginal candidate with significant deficiencies nat offset by strengths, This person is a rizk.

™ This is an exceptionally low candidate with significant personal. Do not accept.

SEvE Back I

FRK-41008: Undefined function key. Press Chil+F1 for list of walid keys.
|Riecord: 14 [ [List of Walues |

Figure 30: Interview Evaluation (Overall Assessment)
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Step 14 Click on the Summary tab (Figure 31) to enter comments to summarize your
impressions of the applicant.

&8 Stars 11 - [STARSII] =] E3
B window 1= x|
Interview Evaluation
APP. Year Applicant Name 55N Age Minority ¥
| = I |
Interviess Information I Marratives I Applicant Bating I Owerall Azzezzment I

Summarize this candidate based on the overall assessment you selected on the previous tab page.

Save Back |

|Record: 141 List of "alues | |

Figure 31: Interview Evaluation (Summary)

Step 15 Click the Save button to save your evaluation!!
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Tutorial 20: View All Interviews

&4 STARSII SYSTEM - [STARSII] [ [O] =]
it o — =] =]

Enter Interview Options

Intery iewer

sien Al Intery iswws |
Back |

[Fecord: 1/1 [ [ [

Figure 32: Interview Options

Step 1 From the Admissions main menu, select Interview Applications bar.

Step 2 Click on the Interview Evaluation bar, you will see the Enter Interview Options
menu (Figure 32).

Step 3 Click the View All Interviews button.

Step 4 Select the Application year, then select the applicant name whose interview
comments you would like to review.

Step 5 When the Interviewer Name window pops up, select the interviewer whose
comments you would like to view.

Step 6 To go back to the Enter Interview Options screen, click the Back button.
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Tutorial 21: Tertiary Review
The Tertiary Review module is designed to retain comments and evaluation information entered

by the Tertiary reviewer. A Tertiary reviewer will be permitted to review the comments about the
applicant made by other reviewers.

Choose the Review Option
Reviewer's Social Security Number

Please enter the reviewer's ssn

Back I l

Wiew All Tertiary Reviews I

Continue I Back I

Figure 33: Tertiary Review Options

Figure 34: Tertiary Reviewer’s SSN

Step 1 From the Admissions main menu, select the Interview Applications bar

Step 2 From the Interview Applications main menu, select the Tertiary Review bar
Step 3 Select the Individual Review bar (Figure 33).

Step 4 Enter your social security number (Figure 34), then click on the Continue button

Step 5 In the Tertiary Review screen (Figure 35), select an applicant year from the drop
down list.

&8 Stars Il - [Tertiary Review]

il Action Edit Ouenw Block Record Field Window Help — =] x|

Tertiary Review
App Year' ISSN— IQEP“‘“'“““‘M— Fge— 4 |Query| » I

Opening Frofile. || Academic Profile | Statements | School sssessments | Interviews DR

College Mame Rating Degree Date of Degree Major

Med School Prep:

X-curr Activity: | *Clin Activity: |

Honors: | *Research: |

work: | *Other: |

save | Back I

[Recard: 1.1 [ [

Figure 35: Tertiary Review (Opening Profile)

INFORMATION ENGINEERING BRANCH 33

Version: 2.0
Revised: 04/04/02



STARS II USER GUIDE

Step 6 Click on the Query button to retrieve the applicant information you want to
review. All of the applicant information will display.
Step 7 Click on the Academic Profile tab (Figure 36) to view applicant’s scores (all

scores are retrieved from the pull down menu). You may also enter additional
comments if applicable.

.‘.ﬂ Stars Il - [T ertiary Review]

@ Action Edit Query Block Hecord Field wWindow Help - |5| XI
Tertiary Review
A Year SSMN Applicant Nane Age
=11 I I A |ouwer| w |
Opening Profile. || Academic Prafile | Statements | School fssessments | Intervieves 14| 4 v [m
Select Score Type Score
=l

SAT -Verbal Score
SAT - Math Score
ACT Score
FBLIC Hours
PELIC GP&
GPA - Science
GPA - Total
GPA - Graduate Courses

LFCAT Score

Save I Back I
|Record: 1.1 [ [ |

Figure 36: Tertiary Review (Academic Profile)

Step 8 Select the Statements tab to review AMCAS and USU statements (Figure 37).

£ Stars 1l - [Tertiary Review]

Ei] &ction Edit Guens EBlock Record Field Window Help

Tertiary Review

A Year S5M A licant Name Age
| I I 4 |Querv| » |
Opening Profil= || Academic Prefile |77 Statements j';l School Assessments |

Interviews |<| <I > I 3l

ANMCAS Comments U S UHS Comments

Save I Back I

Fecord: 141 [ [ [ |

Figure 37: Tertiary Review (Statements)
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Step 9 Select the School Assessments tab (Figure 38) to enter comments regarding the
applicant’s letters of recommendation.

.'.ﬂ Starz Il - [Tertiary Review]
@ Action Edit Query Block Hecord Field ‘“windowe Help — =1 =]

Tertiary Review
I_F_Ln Year SSM Applicant Name Age
=11 I I 4 IQuervl » I
=] lrberisrs I4I <|>|>I

Opening FProfile I Acaderic Profile I Statements I

. OR's —— College and University Assesment

Save I Back I

|Record: 141 [ [ |

Figure 38: Tertiary Review (School Assessments)

Step 10 Click on the Interview tab (Figure 39) to review and enter comments regarding
the applicant’s interview.

8 Stars Il - [Tertiary Review]

Bl Action Edit Quey Block Record Field Window Help == =]
Tertiary Review

Al Year SSMN Applicant Name Age
=1 I I 4 |auery| » |
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First Interviewer I
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RN NN Wiew Interview Evaluation |
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Save I Back I
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Figure 39: Tertiary Review (Interviews)

INFORMATION ENGINEERING BRANCH 35

Version: 2.0
Revised: 04/04/02



STARS II USER GUIDE

Step 11 Click on the View Interview Evaluation button to review all information entered
by first and second interviewers.

Step 12 Select the interviewer whose comments you would like to review first from the
pop up box, then click Ok.

Step 13 Click the Back button to return to the Tertiary Review.

Step 14 Click on the Summary tab (Figure 40).

Step 15 Choose a button to accept, make an alternate, or reject the applicant.
Step 16 Select a score from the drop down menu.

Step 17 Enter any additional comments in the comment area.

Step 18 Click the Save button to save your work.

.'.Tﬂ Starz Il - [Tertiary Review]
@ Aiction Edit Query Block Becord Field Window Help _|EI|L|
Tertiary Review
App Year SSN Applicant Name Age
-1 | I [ 4 |Querv| » |
| Statements I Schoal Assessments I Interviews I Surnrmany | HI 4I>|>I

Make a choice
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score.
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/_/' " ALTERMNATE SCORE: I "I

¢ REJECT

Enter your
comments
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SUMMARY

Save Back I
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Figure 40: Tertiary Review (Summary)
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Tutorial 22: View All Tertiary Reviews

All of the Tertiary reviews can be viewed in this module. Access to the View All Tertiary
Reviews component of STARS Il is restricted to the Admissions Office management and staff,
in addition to the Admissions Committee Members.

Step 1 From the Admissions Main Menu, select the Interview Applications bar.

Step 2 Click on the Tertiary Review bar.

Step 3 Click on the View All Tertiary Reviews bar to access the View Only screen
(Figure 41).

28 Stars Il - [T ertiary Heview]
@ Action  Edit Query  Block Record Field Window Help
Tertiary Review--View Only
App Year App SSMN applicant Name Age Reviewers
[— I_EP— 2| I'EP— I_g— s
Opening Frofile. | Academic Profile | Staterments | School sesessments | Inbervigwrs RREE
College Name Rating Degree Date of Degree Major
Med School Prep:
X-curr Activity: [ *Clin Activity: [
Honors: | *Research: |
Work: | +0ther: |
Back I
|Record: 141 [ I

Figure 41: Tertiary Review --View Only

Step 4 From the Application year drop down list, select an applicant year.

Step 5 Click on the down arrow in the App SSN box. You will now see the window pop
up listing the applicants who have been reviewed.

Step 6 Select the applicant you want to review. All of the applicant information will
display.

Step 7 Click on the Reviewers drop down list (Figure 42).

Step 8 Select the reviewer whose comments you would like to review then click OK. The

applicant’s Opening Profile is now viewable.

Step 9 Click on the Academic Profile tab to view applicant’s scores (all scores are
retrieved from the pull down menu).
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58 Stars Il - [Tertiary Review]
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Figure 42: Tertiary Review - View Only (Tertiary Reviewer's SSN and Name)

Step 10

Step 11

letters of recommendation.

Step 12
interview.

Step 13
interviews.

Step 14
Step 15
Step 16
Step 17

Step 18

Select the Statements tab to review AMCAS statements and USU statements.

Select the School Assessments to view comments regarding the applicant’s

Click on the Interviews tab to review comments regarding the applicant’s

Click on the View Interview Evaluation button to review the first and second

Select the Interviewer from the pop up box, then click OK.

Click on any of the tabs to review interview information.

Click the Back button to return to the Tertiary Review.

Click the Summary tab to review the Tertiary Reviewer’'s summary.

Click the Back button to return to the Choose the Review Options main menu.
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Tutorial 23: Consultation Card

The Consultation Card menu provides information regarding the Applicant Assessment and
consultation by the Office of Recruitment and Diversity (ORD). The Admissions Office has
access to this module, and the Dean for Admissions and Academic Records is permitted to
enter data as well.

Step 1 From the Admissions main menu, click on the Interview Applications bar.

Step 2 From the Interview Applications menu, click on the Consultation Card bar to
access the Applicant Consultation (Figure 43) screen.

Step 3 Select an Applicant Year from the pull down menu, then click on the Query
button to retrieve an applicant name and related data.

Step 4 Enter comments from the Administrative Review conducted by the Dean for
Admissions and Academic Records in the Administrative Review section (Figure
43). Note: Each tab (Primary Consultation, Secondary Consultation,
Tertiary Consultation and ORD Review) allows Administrative Review
comments to be added.

Step 5 Click the Save button to save all comments. You will get a message that the
transaction is complete and the records have been applied and saved.

Step 6 Click the Back button to return to the Interview Applications menu.

8 Stars |l - [CONSULT_CARD_WIN]

@ Action Edit Query Block Record Field Window Help _|5|£|
Applicant Consultation
App Year Ssn Firstname i Lastname Pin No
] [ | | I
4 IQuerVI ] |
Primary Consultation | Secondary Consultation | Tertiary Consultation |ORDFlnaIREvlew|
ORD C
Administrative Review
comments are entered in
this area!
Administrative Review //é/\
Save Back
|Riecord: 141 [ [ [ |
Figure 43: Applicant Consultation Card
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OFFICE OF THE REGISTRAR TUTORIALS
The tutorials provide guidance in the performance of routine functions in STARS Il. Follow each

step in succession to become familiar with the functionality of the system. All functions are
initiated from the REGISTRAR’S OFFICE MAIN MENU.

Tutorial 1: Log on to STARS Il

To begin using the STARS Il application, you must log on and connect with the Oracle
database. Follow the steps in succession.

Step 1 Double-click on the STARS Il icon on the desktop. You will then see the Oracle
log in screen (Figure 44).
Logon
Uszemarne:;
Paszword:
Database:
Connect I Cancel

Figure 44: Oracle Log in Screen

Step 2 Enter the following data in the fields:
User ID: Type in your user name;

Password: Type in your password;
Connect: Type in USU.

Step 3 Click Connect to proceed.

Step 4 You will now notice the STARS Il main menu (Figure 45).
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".ﬂ Stars Il - [Main Menu] =1 E3
= windows =le] =]

| Medical Education | STA RS I I
G b= EduEsinan | B Tracking & Registration System
Graduate School of Nursing I = s

Student Status and Services I

Administration I

Military Personnel Office I

Exit I

|Record: 11

Figure 45: Stars Il Main Menu

Step 5 Click the Medical Education button.

Step 6 When you see the Medical Education main menu, click the Admissions bar
(Figure 46) that will then take you to the Admissions main menu .

.'.li Stars Il - [Medical Education Menu]

EE) window — =] x|

Medical Education

|f Admissions i

Registrar I

Back I

[Record: 11 [ [ [

Figure 46: Medical Education Main Menu
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Tutorial 2: Manage Student Record

Step 1 Click on the down arrow (Figure 47) under Manage Student Records.

£ Stars Il - [Registrar Office Main Menu]

Bal window == =]
Figure 47: Registrar's Office
Registrar's Office Main Menu
Manage Student Records -
Register Students |**Choose List** -
Rotation Schedule [+*Choose List** =1
Manage Classes | *Choose List™* =1
Graduate a Class [+ *Choose List™* =1
Course Catalog Maintenance [+*Choose List* * =1
Student Locator [+*Choose List** =1
Reports |**Choose List** =l
Student's System Web Site [+*choose List** =1
[Record: 141
Step 2 Select Information which then displays the Student Information Screen (see
figure 48).
HE Sears 11 - [Student Information]

e

=1 ==

- Save I cClear l = <= Back I Showw Help I Refresh IShow Photo_

Class Year: | =| Last Mame: |
SSMN: | gl First Mame: |
Biographicsl I Academic I Address I
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rid Manme: | Prewvious Last nane: |
Maiden Name: | MNanve Suffix: |
oo-SEERRAN Ethnic: | =1
Ses: | =1 Comments on Previous First Name:
Serwices Info
Previous Military Serwice: T Yes T Mo L Y rMailboac: |
Corps: | —1
MMinority Applicant Basis: P Yes ¢ Mo L Y Y
Pank: I vI
Entering Serwice: | ~] cCurrent Service: | ol | Graduate Serwice: | ~1

[Fecord: 1.1 [ [List of “alues |

Figure 48: Student Information

Step 3 Select a class year from the pull down menu.
Step 4 Click the down arrow under SSN.

Step 5 Select a student from the student list (Figure 49), then click OK. You will now
return to the Biographical Tab on the Student Information screen where you will
see the student information has been filled in.
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Find M
Sean Lhams Erams — Student Information
will be listed here.
A

=

Find I

Cancel I

Figure 49: Student List

=] =]

Step 6 Update any fields you need to on the Biographical tab. Use the drop down menus
to get additional information on certain fields.
Step 7 Click the Academic tab (Figure 50) and makes any necessary changes.
Step 8 If you need to remove a term/decel status, click the remove button to the left of
that row.
=9 Stars 1l - [Student Information]
ER] wwindow
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Step 9

Step 10

Figure 50: Student Information (Academic)

Enter any transcript comments in the appropriate section.

Click the address tab (Figure 51) to update address information.
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S Stars 11 - [Student Information]

= <]

- Sawve Clear I == Back l Showvs Help l Refresh ISth Phl:ltl:l_
Class Year: | =| Last Name: |
S5MN: I 2' Firskt Name: I
Biographical | acagemic |f
— Acdress
Select the address Type: [ _—]
Curren E Address: I
civy: | County: [
stare: | = | =ip: |
Country: | Last Updake: |
o Phone
FPrefered Phooe: [ Last Update: [
Home Phone: | Last Update: |
Office Phone: I Last Update:s I
Cell Phone: I Last Update: I
Far: | Last Update: [

IList of walues | I

|FRecord: 1.1

Figure 51: Student Information (Address)

Step 11 Click the Save button to save the changes you have made.
Step 12 Click Clear button to clear the data from the Student Information screen.
Step 13 Click the Back button to return to the Registrar’s Office main menu.
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Tutorial 3: Manage Student Information Grade by Class

This section allows you to view and/or update grades by course number and academic year.

On this screen, you also have a choice of verifying student grades all at once or by individual
student.

Step 1 From the Manage Student Records menu, click on the down arrow and select
Grade by Class.

Click on this arrow
7 Stars 11 - [CLASS_GRADED______________________________________ HEE] -
T < (B IR - to get a listing of

’. Save | = <= Back | Show Help | Clear ! courses
T —
— Course No

Course No | _g"mar [ 3+ user ID [ETARS

— Student Grades

550 Student Name Block# Site Code Reieat# Grade Verified Bi

[
Verify: i all + Individual
|Recod: 1.1 |Lizt of alues |
Figure 52: Grade By Class
Step 2 Click on the Course No pull down arrow (Figure 52). This action generates the
Course List.
Step 3 Select the course no. (Figure 53), then click OK
Course List
Find ES

Course M Course MName

010 S TORY 1 [] -
ATO1018  AMAT 1AW CELLATISS/AORGAMN
lBTO1112 HEAD, MECKE AMATORY i . i
15TO011132 ORGAMN STSTER MICEOARNAT O MY Flgure 53' course LISt
ITHRZ001  MEUROAMATOMICAL RESEARCH TECHMIQUES
IsTRzZ002 MEUROMAL RESPOMSE TO PERI-FHERAL MERYW
BCO1007 BIOCHEMIS TR
ECO13939 REMEDIAL BIOCHEMISTRY
ECRZ2004 EXERCISE PHYSIOLOGY aMD BIOCHEMISTR
FFR4100  FabdlLy PRACTICE OUTPATIEMT PRECEPTORSHIF
| D01 005 Anatomy & Physiclogy
ID021032 INTRODUCATION TO CLINICAL HMEDICINE 1
ID02111 INTRODLUCTION TO CLINICAL MEDICIME 11
tDOZ001  MMEDICIMNE
kA4 04002  MIL EMERGEMCY MELD
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Fird I Cancel I
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Step 3 Select an Academic Year. All grades and related data for the selected course
appears.

Step 4 Update grades by entering the correct grade in the grade field.

Step 5 Click the verified field to enter your user id. This will automatically enter your user
id for you.

Step 6 Click the Save button to the save the grades you have entered.

Step 7 When you are asked if you want to save the changes you have made, click YES.

Step 8 If you need to enter grades for another course, click the Clear button and repeat
steps 2-7.

Step 9 Click the Back button to return to the Registrar’s Office main menu.
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Tutorial 4: Manage Students Grade by Individual Student

Step 1 Under Manage Student Records, click on the down arrow and select Grade by
Individual Student.

Step 2 When you see the Medical Student Grade screen (Figure54), click on the SSN
down arrow, which displays the student list screen (Figure 49).

.','ﬂ Stars |l - [Medical Student Grade]

E] window —l=] x|
Save =< Back Show Help

— Student

SSN |—ﬂ

Student Name |

User ID STARS

— Student Grades

Course No _ Block# Site Code Repeat# Acad Year Grade verified By Special Courselt

= Figure 54: Medical
Student Grade

The message indicating
that you have updated
successfully will appear

—— here.

y)/ P

—_—
|Recard: 141 | |List of Walues |
Step 3 Select a student, then click OK. The student data automatically appears.
Step 4 Once you have verified/changed the student’s grade, click the Verified By field.

Your name will automatically appear in this box. You can also verify the grades
all at once by clicking the verify all selection.

Step 5 Click Save to save the information you have entered.

Step 6 Click YES to confirm that you do want to save changes. You will see a message
in the bottom left corner of your screen indicating the grades were successfully
updated.

Step 7 Click the Back button to return to the Registrar’s Office main menu.
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Tutorial 5: Manage Students USMLE Scores by Class

Step 1 From the Manage Student Records, click USMLE Scores by Class, you will
then see the USMLE Score screen (Figure 36) appear.

# Stars Il - [USMLE_SCORE]

it oy — 1= =

o o T I

Class Year: I il

= q USHMLE Exans Date USHLE Exany Date
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=
[Record: 11 [ |List of Walues |
Figure 55: USMLE Score

Step 2 Click on the Class Year down arrow. Select a Class Year, then click OK. The
student data will display.

Step 3 You can make changes to USMLE scores and exam dates if necessary by typing
the updated information.

Step 4 Click the Save button to save changes. You will get a message indicating that
the scores have been updated successfully.

Step 5 Click the Back button to return to the Registrar’s Office main menu.
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Tutorial 6: Student Mailing Address Labels

Step 1
Step 2

Step 3

Step 4
Step 5

Step 6

From the Manage Student Records menu, click on the down arrow.

Select Student Mailing Address Labels.

In the Report Parameter screen (Figure 56) titled Student Mailing Address, enter
the class year in the P Class Year field to get the desired mailing labels.

Click on the traffic light symbol (Figure 56) to run the report.

Click File, then print to print the labels.

Click X to close the report screen.

Click on this
traffic light signal
to run reports.

Report Parameters

Enter values for the parameters

P Clazs Year

Figure 56: Report Parameters

|+

Once the report comes up,

I you will need to click on a
red “X” like this one to close
the report.
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Tutorial 7: Student USU Box Labels

Step 1
Step 2

Step 3

Step 4
Step 5

Step 6

From the Manage Student Records menu, click on the down arrow.

Select Student USU Box Label.

In the Report Parameter screen (Figure 56) titled Student USU box, enter the
class year in the P Class Year field to get the desired labels.

Click on the traffic light symbol (Figure 56) to run the report.

Click File, then print to print the labels.

Click X to close the report screen.

Tutorial 8: Student SSN and Service Labels

Step 1
Step 2

Step 3

Step 4
Step 5

Step 6

From the Manage Student Records menu, click on the down arrow.

Select Student SSN/Service Label.

In the Report Parameter screen (Figure 56) titled Student SSN label, enter the
class year in the P Class Year field to get the desired labels.

Click on the traffic light symbol (Figure 56) to run the report.

Click File, then print to print the labels.

Click X to close the report screen.
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Tutorial 9: Register 1st Year Students

Step 1 Register Students is an option on the Registrar’s Office main menu. Find it
and click on the down arrow.
Step 2 Select the 1% Year. This will take you to the Register Students screen (Figure
57).
o =] =]
Register 1st ¥Year Students | << Back | Show Help | ¥iew 1st ¥Year Students
Acacdemic Year: pPo00 Class Year:FDD“
Course Number Course Name Start Date End Date
AMATOMY IIL () =1
[FTo101s [FMNAT [/Tv CELL/TISSIORGAN Figure 57: Register 1st
IpToO111z HEAD, MECK AMATOMY 11-MAY-2000 01-1UL-2000
BTO1115 IR GARN SYSTEM MICROAMATOM OG- JLIN-Z000 [FO0-ALG-Z000 Year StUdent
ECO01001 EICOCHEMISTRY
EC01999 FEMEDIAL BIOCHEMISTRY
PY01005 PHYSIOLOGY 11
=
[Record: 1/7 [ [ [
Step 3 Type the academic year you want to view.
Step 4 Type the class year you want to view.
Step 5 Click on the View 1% Year Students bar to view all students to be registered.
You will get a window listing all the students (Figure 58).
1st wear Students
S5M Last MName First Mame
=
=l
Ok |
Figure 58: 1st Year Students
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Step 6

Step 7

Step 8

Once you have verified the students that will be registered, click OK (Figure 58)
to exit from the 1st Year Student window.

Click the Register 1st Year Students bar (Figure 57) to register all 1st Year
students. Note: This process will take a few moments. When this process
is complete, you will see a message at the bottom of the screen indicating
how many students have been registered.

Click the Back button to return to Register’s Office main menu.

Tutorial 10: Register 27 Year Students

Step 1 Locate the Register Students option and click on the down arrow.

Step 2 Select the 2™ Year. This will take you to the Register Students screen (similar to
Figure 57).

Step 3 Type the academic year you want to view.

Step 4 Type the class year you want to view.

Step 5 Click on the View 1! Year Students bar to view all students to be registered.
You will get a window listing all the students (Figure 58).

Step 6 Once you have verified the students that will be registered, click OK (Figure 58)
to exit from the 1st Year Student window.

Step 7 Click the Register 1st Year Students bar (Figure 57) to register all 1st Year
students. Note: This process will take a few moments. When this process
is complete, you will see a message at the bottom of the screen indicating
how many students have been registered.

Step 8 Click the Back button to return to Register’s Office main menu.
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Tutorial 11: Register 3 Year Students

Step 1

Step 2

S Stars 11 - [Starsll  [3rd Year Student Rotation Schedule]]
Eal wfindow

Locate the Register Students option and click on the down arrow.

Choose the 3™ Year. The 3™ Year Student Courses Registration screen (Figure
59) will appear on the screen.

You must click

|i Register Zrd Year Students | = < Back |

here first before

Clear

Yiew Update Info.

adding additional

Third Year Student Courses Registration
T courses.

Service
—

[view oS8 Schedule

EBlock Mo.

SSMN
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=l
Request Date

Start Date End Date (po-pMom-vy) Courses rse Title

——

You will get a

message here

PRPEPRR F
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completed

|‘¢< e [ | | e s [lo |1
|6~§@=16ﬂ o [ i e |10

Comments

Comment By

registration for a
stident

Date (DO-MOM-YY)

|Record: 1.1 [

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
Step 9

Step 10

Figure 59: Third Year Student Course Registration

Select the class year from the drop down menu.

Select the student by clicking the down arrow in the SSN field. You will now see
a window with a listing of students.

Select a Student from the drop down list. Student information will automatically
be filled in on the screen.

To add a new course, you must click the request date field first.

Then, click on the drop down list in the field Block No. and select the appropriate
Block No. (Figure 60).

Select the Course No. from the drop down list (Figure 61).
Enter Comments if appropriate.

Click in the Comment By field and type your name.
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Block Information List
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Figure 60: Block Information List
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Figure 61: Course List w/Site Information

Step 11 Click the bar Register 3™ Year Students. Note: This process will take a few
moments. When this process is complete, you will see a message at the
bottom of the screen indicating students have been successfully
registered. (Figure 59)

Step 11 Click the Clear button to clear the screen of data and register another student.

Step 12 Click the Back button to return to the Registrar’s Office main menu.
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Tutorial 12: Register 4th Year Students

Step 1 Under the Register Students option, click on the down arrow.

Step 2 Choose the 4" Year. The 4" Year Student Courses Registration screen (similar
to Figure 59) will appear on the screen.

Step 3 Select the class year from the drop down menu.

Step 4 Select the student by clicking the down arrow in the SSN field. You will now see
a window with a listing of students.

Step 5 Select a Student from the drop down list. Student information will automatically
be filled in on the screen.

Step 6 To add a new course, you must click the request date field first.

Step 7 Then, click on the drop down list in the field Block No. and select the appropriate
Block No. (Figure 60).

Step 8 Select the Course No. from the drop down list (Figure 61).

Step 9 Enter Comments if appropriate.

Step 10 Click in the Comment By field and type your name.

Step 11 Click the bar Register 4™ Year Students. Note: This process will take a few
moments. When this process is complete, you will see a message at the
bottom of the screen indicating students have been successfully
registered.

Step 11 Click the Clear button to clear the screen of data and register another student.

Step 12 Click the Back button to return to the Registrar’s Office main menu.
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Tutorial 13: Maintenance (For Registrar Only)

This particular function will allow the Registrar ONLY to update registration, the academic
calendar, and the course template.

Step 1 Select Maintenance (For registrar Only). This will take you to the
WIN_Maintenance screen.

Step 2 Click the arrow on the SSN field and select the student whose registration you
want to update. At this point, the student name and information will appear on
the screen.

Step 3 You may update all applicable fields. The system will not allow you to change

the start date or end date.

Step 4 Click the Save button. You will see a message in the bottom right corner
informing you that the registration for this student has been successfully updated.

Step 5 Once you have finished updating a student, you may click the Clear button to
update another student or you may click Back button which will take you back to
the Registrar’s Office main menu.
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Tutorial 14: Third Year Rotation Schedule

Step 1

Step 2
Step 3

Step 4

Step 5

Step 6

Step 7
Step 8
Step 9

Step 10

Step 11

Step 12

£ Stars 11 - [ 3rd Year Student Registration]

Bl wimdow

On the Registrar’s Office main menu, locate the Rotation Schedule list. Select
3" Year. You will now see the Third Year Student Rotation Schedule screen
(Figure 62).

Click on the Class Year drop down menu and select a class year.

Using the drop down list under the SSN field, select the student you want to view.
All student information will appear on your screen, you may make
changes/updates to every field except the start and end dates. Note: When
you are updating or overwriting a block number, the request date will
automatically be entered.

To add another block, make sure to click the request date field first.

Click on the block number drop down arrow and select a block number from the
list.

Click the course number drop down arrow and select a course to enter.
Enter any comments in the comments box
Click in the Comments By field and type your name.

Click Save to save the student information. You will get a message at the bottom
of your screen indicating that the students have been successfully registered.

Click Clear to clear the screen if you have more students to register.

Click Back to return to the Registrar’s Office main menu.

=l >

SAWE = = Back Clear

T hird Year Student Rotation Schedule

Class Year SS Acad year Name Serwice

I =17 = I I

Delote

Reqguest Date
EBlock Mo. Start Date End Date [(Dh-MMOhl-vyeyy) Course Mo Course Title Site

BEIEEE

TElEte

CelEte

BEIEEE

TElEte

Celete

TElEte

Is@ EARIEISIEAET ([}
|M*H~6*H~I¢

Comments Comment By

Date (DD-FOMN-¥¥)
joe-rar-0=

[Recard: 1.1

Figure 62: Third Year Student Rotation Schedule
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Tutorial 15: 3 Year Students Rotation Schedule by Class Year (Report)

Step 1 Locate the Rotation Schedule option. Select 3™ YR. STU. BY CLASS YEAR.
Step 2 When the parameter screen pops up, type in the class year.

Step 3 Next, type in the academic year.

Step 4 Click on the traffic light symbol to run the report. This will generate the Third

Year clerkship rotation report.

Step 5 Once the report has run, you may view or print the report. You can also change

the page settings on the report. Once you are done with the report, click the X to
Click here to
run report.

the close the report.

Click here to
ﬁﬁ ThirdYR_alpha_stud_by_year: Runtime Parameter Form  [E=] close the report_
File Edit Yiew Help

Report Parameters

Enter values for the parameters

Class Year ||

Academic Year I

=]
4] |+
Figure 63: Report Parameters

Tutorial 16: Third Year Schedule By Department (Report)
Step 1 Select 3" YR. Schedule By Dept. from the Rotation Schedule option.
Step 2 When the parameter screen pops up, select a department from the drop down

menu.
Step 3 Click on the traffic light symbol to run the report. This will generate the 3™ year

courses listed by block and rotation.
Step 4 Once the report has run, you may view or print the report. You can also change

the page settings on the report. Once you are done with the report, click the X to
the close the report.
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Tutorial 17: Fourth Year Rotation Schedule

Step 1 Under the Rotation Schedule option, select 4™ Year. You will now see the
Fourth Year Student Rotation Schedule screen (Figure 64).
Step 2 Click on the Class Year drop down menu and select a class year.
Step 3 Using the drop down list under the SSN field, select the student you want to view.
Step 4 All student information will appear on your screen, you may make
changes/updates to every field except the start and end dates. Note: When
you are updating or overwriting a block number, the request date will
automatically be entered.
Step 5 To add another block, click the next blank field under the block number.
Step 6 Click on the block number drop down arrow and select a block number from the
list.
Step 7 Click the course number drop down arrow and select a course to enter.
Step 8 Enter any comments in the comments box
Step 9 Click in the Comments By field and type your name.
Step 10 Click Save to save the student information. You will get a message at the bottom
of your screen indicating that the students have been successfully registered.
Step 11 Click Clear to clear the screen if you have more students to register.
Step 12 Click Back to return to the Registrar’s Office main menu.
s- [ 4th Year Student Rotation Schedule] ==
save [ ——oace [ cico- I
Fourth Year Student Rotation Schedule
[— N — ] P (—  —
U i o p—— Loy
e
IFecord: 1.1 I [ I
Figure 64: Fourth Year Student Rotation
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Tutorial 18: Fourth Year Schedule By Individual (Report)

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6
Step 7

Step 8

Step 9

£ Stars |1 - [Print 4th Year Course Schedule]

PRINT 4th YEAR SCHEDULE BY INDIVIDUAL B Fourth_course_schedule_indiv: Runtime Parameter Form [i[=] E3
File Edit “iew Help

] window

Locate the Rotation Schedule list and select 4" YR Schedule By Individual.
You will get the Print 4™ Year Schedule By Individual screen (Figure 65).

Select from the drop down list how you want to search. Your options will be: Last
Name, SSN or Class Year.

Next, type in the information you want to search for (this will depend on what you
are searching by).

Click the Search button. You will get a list of students that meet your search
criteria.

Highlight the student you want and click the Print Report button. A Report
Parameter screen will pop up with the student’s SSN highlighted (Figure 65).

Enter the class year for the student.
Enter the academic year you would like to view.

Click on the traffic light symbol to run the report. This will generate the 4™ year
schedule for the selected student.

Once the report has run, you may view or print the report. You can also change
the page settings on the report. Once you are done with the report, click the X to
the close the report.

Al ex =2

i e
Type In BROWN Search

Select One of the Searched Records:

IC

= Report Parameters

Enter values for the parameters

Student 5sn

Class Year I

Academic Year I

Print Repart | Back

[Fiecord: 1.1

<] [v

Figure 65: Print 4th Year Schedule By Individual
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Tutorial 19: Fourth Year Schedule By Department (Report)

Step 1 Select 4™ YR Schedule By Department from the Rotation Schedule. You will
get a report parameter screen (Figure 66).

Step 2 Select the department name from the drop down menu.

Step 3 Enter the class year for the student.

Step 4 Enter the academic year for the student.

Step 5 Click on the traffic light symbol to run the report. This will generate the Senior

Electives Schedule by Department.

Step 6 Once the report has run, you may view or print the report. You can also change
the page settings on the report. Once you are done with the report, click the X to
the close the report.

:fﬂ Fourth_course schedule_dept: Runtime Parameter Form [l{j[=] E3
File Edit “iew Help

s Bl e NS TSN B

Report Parameters

Enter values for the parameters

Class Year I

Academic Year I

Figure 66: Report Parameters
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Tutorial 20: 4th Year Schedule (Report)

Step 1 Under the Rotation Schedule list, select 4" YR Schedule Report. You will get
a report parameter screen (Figure 67).

Step 2 When the parameter screen comes up, type in the class year.

Step 3 Then, type in the academic year.

Step 4 Click on the traffic signal symbol to run the report.

Step 5 Once the report has run, you may view or print the report. You can also change
the page settings on the report. Once you are done viewing/printing the report,
click the X to the close the report.
ﬁﬁ Fourth_course_schedule: Runtime Parameter Form M= E3
File Edit “iew Help
R | e | =2

Report Parameters [
Enter values for the parameters
Clazz Year I
Academic Year I
Figure 67: Report Parameters
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Tutorial 21: Lottery Numbers (For Office of Student Affairs)

This tutorial will guide you through the process of automating the lottery number
assignment/selection process.

Step 1 Select Lottery Number from the Rotation Schedule. You will get the Lottery
Numbers Menu.

Step 2 Click the Application button. You will be taken to an Excel worksheet where you
will find a table of lottery numbers.

Step 3 On the menu bar, click Data.

Step 4 When the drop down menu pops up, highlight Get External Data. You will get
another menu.

Step 5 Click Run Saved Query.

Step 6 Double-click on Query from STARS Lottery.

Step 7 Highlight cells A1 and B1.

Step 8 Click OK.

Step 9 To print the lottery table, highlight the section you want to print and click File,
then Print.

Step 10 To exit from the lottery table, click File, then click Exit at the bottom of the file

menu. You will be taken back to the Lottery Numbers Main menu.

Step 11 Click Exit to return to the Registrar’s Office main menu.

Lottery Numbers
Office Student Affair (OSA)

| APPLICATION |
ExIT |

FRR-41052: Cannot find Window: invalid 1D
[Record: 171 [ [ [

Figure 68: Lottery Numbers
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Tutorial 22: Block Number Entry (For Office of Student Affairs)

This tutorial walks you through the process of entering new blocks or updating existing blocks
for each academic year.

Step 1 Locate the Rotation Schedule option and select Block Number Entry. You will
get the Block Table Information Entering Form (Figure 69).

Step 2 Enter the academic year, then click the Execute Query button.

Step 3 To enter additional block numbers, click in the next blank field and enter a block
number.

Step 4 Next, enter the start date.

Step 5 Then, enter the end date.

Step 6 When you have finished making entries, click the Save button. You will see a

message at the bottom of the screen indicating that the block has been updated.

Step 7 Click the Back button to return to the Registrar’s Office Main Menu.
@ Window _l_l— = il
SAVE | =< BACK |
Block Table Information Entering Form
Please Select Academic Year : I Execute Query I
Start Date End Date

Block No {DD-MON-YY) {DD-MOH-YY}
Delete ;I
[elete
[elete
[elete
[elete
[elete
[elete
[elete
[elete
[elete =l

J W Microsoft Word - Doc...||§]5la.s Il - [WIND... SlReports Backgound | | PR <) ansR

Figure 69: Block Table Information Entering Form
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Tutorial 23: Viewing and Printing 3 and 4t Year Student Lists

This tutorial guides you through the steps of viewing and printing both the 3 and 4" Year
Student Lists.

Step 1 Locate the Rotation Schedule list and select List of 3™ & 4™ YR Students.

Step 2 When the View 3™ & 4" Year Student Information screen (Figure 70) comes up,
click one of the boxes on the screen.

Step 3 If you choose List 3" Year or 4™ Year Students, you will get a window that lists all
the students in that year.

Step 4 Select a student and click OK. It will take you to the student information screen.
Note: Clicking cancel will also take you to the student information screen.

Step 5 To go back to the View 3™ & 4™ Year Student Information menu, click the
Back button.

Step 6 Click the Print the 3™ or 4™ Year Students button to print that list of students to
the screen.

Step 7 Once the report has printed to the screen, you may print the report to paper.

Note: You may also change the page settings on the report before you
print. Once you are done with the report, click the X to the close the report.

Step 8 Click Exit to return to the Registrar’s Office main menu.

S8 Stars I - PWINDOWwW1]
Bl window

View 3rd and 4th Year Student Information

Please select SSMN from push button:

LIST IRD YEAR STUDENTS LIST 4TH YEAR STUDENTS

PRINT 3rd Year Studentl PRINT 4th Year Studentl

EXIT I

Figure 70: View 3rd and 4th Year Student Information
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Tutorial 24: View Class Standing
Step 1 From the Manage Classes option, select View Class Standing.

Step 2 When the Class Standing window (Figure 71) appears, select the class year you
would like to view from the drop down menu.

Step 3 Now, click OK. You will get a listing of the students in that class year along with
their Cumulative GPAs and their class standing for each year.

Step 4 Click Clear to clear the screen and select another class year.

Step 5 Click the Back button to return to the Registrar’s Office main menu.

.'.11 Stars Il - [View Class Standing] =] E3
@ i o =1=1 =]

Clear < < Back

View Class Standing
Class Year: | él

S5N Last Name First Mame Cum GPA Yearl Year? Year3d Yeard

N I S [ I — —— -

I~
Fecord: 14 List of alues |
Figure 71: View Class Standing
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Tutorial 25: Graduate A Class

Step 1 Choose Current Graduate Year from the Graduate a Class option. You will
see the Medical Students Graduation Date Entry screen (Figure 72).

Step 2 Select a search option. You may search by Last Name, SSN or Class Year.

Step 3 If you are going to search by last name or SSN, enter that in the appropriate field
(Figure 72) and click the Search button. If you are searching by class year, click
the down arrow, select a year and click OK.

Step 4 Enter the graduation date for the student(s).

Step 5 All students in the class will have a check in the box next to their name. To
deselect a student, click on the checkbox. You can also deselect the entire class
by clicking the Uncheck All.

Step 6 Once you have verified all the students that you want to graduate, click the Save
button. You will then get a message indicating that the students have been
graduated successfully.

Step 7 Click the Exit button to return to the Registrar’s Office main menu.

#8 Stars |1 - [Print Transcript] Enter the IaSt
T PRETE] name or SSN
in this field.
Search Option Last Name /56N ar e mon..
- - Sear(hl
': SSN First Name Last Name =
:‘:Ehegkﬁ:lﬁ'ad”am) save | RESET Exnv |
|Record: 141 |
Figure 72: Medical Students Graduation Date Entry
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Tutorial 26: Adding and Updating Courses

Step 1 Choose Add/Update Courses from Course Catalog Maintenance. You will
see the Medical Education Registration Office Course Information Screen (Figure
73).
Step 2 From the pull down arrow, select the desired course number.
Step 3 Then, click OK to display course data. Current information will automatically be
filled in.
Step 4 Enter new information or update the following fields:
Course No. Click the drop down arrow.
Dept Click the drop down arrow and select a department.
Dept Code Enter department code if applicable.
Course Name Enter course number if applicable.
Course Desc. Enter course description if applicable.
Credit Hours Enter credit hours if applicable.
Grade Type Code  Select grade type from the drop down menu.
Duration Enter duration of course.
Course Status Choose course status.
Catalog Choose whether this course should be in the catalog.
Faculty Click the drop down arrow and select a faculty member.
Faculty SSN This will show up when you choose a faculty member.
Start Date Enter the start date (mm-dd-yyyy) for the course.
End Date Enter the end date (mm-dd-yyyy) for the course.
Course Coordinator Enter the course coordinator name.
Site Code Click on the drop down arrow and select a site code. (This
information is updated in a different form.)
Step 5 Click Save button to save updates. You will get a message at the bottom of your
screen indicating that Course Update was successful.
Step 6 Click Clear to remove information from screen and update another course.
Step 7 Click the Back button to return to the Registrar’s Office main menu.
|
Figure 73: Medical Education Registration Office Course Information
INFORMATION ENGINEERING BRANCH 68
Version: 2.0

Revised: 04/04/02



STARS II USER GUIDE

Tutorial 27: Adding and Updating Site Information

Step 1 Choose Add/Update Courses from the Course Catalog Maintenance option.
The Site Information Entry/Update screen will open up (Figure 74).

Step 2 From the pull down arrow, select the desired site code.

Step 3 Then click OK to display site data.

Step 4 To update any field, just fype in the new information.

Step 5 Click the Save button to save updates. You will get a message at the bottom of

your screen indicating that the site info has been saved/updated successfully.
Step 6 If you need to update another site, click the Clear button.

Step 7 Click on the Back button to return to the Registrar’s Office main menu.

f.’ﬂ Starz Il - [AddY\Update Site Information]
Bl window
< < Back Save Clear

Site Information Entry/Update

— Site Information

Site Code | il

Site Name

Site Street
City

State *
Zip Code

Site Status (< Active 1 Inactive 1 nN/a

— Sibte Contack

MED Contact Mame |
MED Telephone Mo.
Email Address

Figure 74: Site Information Entry/Update
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Tutorial 28: Student Locator
Step 1 From the Student Locator option, select Student Locator Subsystem.

Step 2 When the student Locator screen (Figure 75) comes up, select the student you
want to locate from the drop down SSN list.

Step 3 Click OK and the student information will appear on the screen.
Step 4 To locate another student, click Clear, then click No.
Step 5 To return to the Registrar’s Office main menu after you have located a student,

click Back, then click No.

-'.ﬂ Stars 1l - [Student Locator]
@ Action Edit Query Block Becord Field “findows Help - |5| x|

= = Back I Clear

Student Locator
SSM | il Last Name | First Mame |

Block # Start Date End Date Site Phone # Course Title Coord Phone

Record: 1.1 [ [

Figure 75: Student Locator
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Tutorial 29: Registrar’s Office Reports

This tutorial guides you through the process of running reports that have been created in the

Reports section of the Registrar’'s Office main menu. These are standard reports that would be
run frequently and offer ease of use to our STARS Il users.

From the Registrar’s Office Main Menu, select Reports. The pull down arrow then

Highlight the desired report to be generated. Note: Some reports will require

that you enter a parameter such as a class year, gender, or service. To run
those reports, you will need to click on the traffic light symbol as you have

Step 1
displays all available reports.
Step 2
in previous tutorials.
Step 3
Step 4 Click the X to close the report.

Once the report has printed to the screen, you can view or print the report.

Report Name Automatic | Parameters List of Parameters
Run Required Required
1" Year Course Roster X
2" Year Course Roster X
Student SSN Label X CLASS YEAR

Student Mailing Address

NOT AVAILABLE AT THIS TIME

Student USU Box

X

CLASS YEAR

Class Roster

X

CLASS YEAR

Course Information

NOT AVAILABLE AT THIS TIME

Grade Distribution

X

CLASS YEAR

GPA Report By Class Year

X

CLASS YEAR

Total Student Analysis

Student Information By Class

NO

T AVAILABLE AT THIS TIME

Transcript By Individual

X

SEARCH BY:
LAST NAME
SSN

CLASS YEAR

Transcript By Class

CLASS YEAR

Transcript By Service

CLASS YEAR
SERVICE

Transcript By Gender

CLASS YEAR
GENDER

Lottery Report

NOT AVAILABLE AT THIS TIME
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