Cheat Sheet for Creating & Printing Approval Codes in STAR

Q: I need more approval codes. What do I do?
A: If you will need to print the approval codes you create, DO NOT press F6. Instead, follow the directions below.
In the Course Section Update screen, find the blank labeled “Approval Codes”, located in the top third of the screen in the middle section. Add the number of new approval codes you would like to create to the number already listed in the blank. Type this total into the “Approval Codes” blank. Press ENTER.
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Approval Codes in STAR Cheat Sheet

Q: I need more approval codes. What do | do?

A Instead,
follows the directions below.

In the Course Section Update screen, find the blank labeled* Approval Codes”, located
inthe top third of the screen in the middle section. Add the number of new approval
codes you would like to create to the number already listed in the blark. Type this total
into the *Approval Codes” blank. Press ENTER

Example 5 s listed in the blank and you need 10 new approval codes, 5o you would
type in 15
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Press F8 to view all approval codes for this course. To find the codes you just created, look for those with today’s date listed as the creation date.

Q: When do I use F6 to create one approval code?

A: ONLY use the F6 key to create one approval code when you are giving this specific code to a student at that moment. Pressing F6 will create a code and mark it as both issued and printed...
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Approval Codes in STAR Cheat Sheet

Q: 1 need more approval codes. What do | do?

A:DO NOT PRESS F6 EVEN IF YOU ONLY NEED ONE CODE CREATEI
Tollowthe directions below.

! Instea,

1. In the Course Section Update screen, find the biank labeled "Approval Codes”,
located inthe top third ofthe screen in the middle section

2. Add the number of new approval codes you would liks o create to the number
already listed i the blank Type this totalinto the *Approval Codes” blank. Press
ENTER,

Fress F8 toview all approval codes for this course. To find the codes you just
created, look for those with foday's date listed as the creation date.

Example 5 i listed in the blank and you need 10 new approval codes, 5o you
would type in 15.

Q: When do | use F6 to create one approval code?

A Only use the F6 keyto create one approval code when you are giving this speciic
code to a student atthat mornent Fressing F6 wil create a code and mark it as both
issued and printed

Q: tried to create more approval codes, but | got an error message. | still need
more approval codes. What do | do now?

A Call ar email Jamie or Sean,
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Once an approval code has been marked as Issued and Printed, you will be unable to print the code. You will NEVER be able to print any code created via the F6 button.
Q: I tried to create more approval codes, but I got an error message. I still need more approval codes.  What do I do now?

A: Email Jamie or Sean with the enrollment code, the error message received, and the number of codes needed
Q: How do I tell which approval codes have been used by a student?
A: Approval codes that have been used by a student will have the student’s perm number and name listed, and the Issued date will be filled in.

Q: There isn’t a perm number or student name listed, but there is a five-character username listed. What is that? What does it mean?

A: When an approval code is created by pressing F6, a Com-Plete username is automatically entered next to the approval code and under the name field. When a Com-Plete username is present it DOES NOT mean that the approval code has been used. The approval code is still valid – see example below…
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Approval Codes in STAR Cheat Sheet

Q: 1 need more approval codes. What do | do?

A:DO NOT PRESS F6 EVEN IF YOU ONLY NEED ONE CODE CREATEI
Tollowthe directions below.

! Instea,

1. In the Course Section Update screen, find the biank labeled "Approval Codes”,
located inthe top third ofthe screen in the middle section

2. Add the number of new approval codes you would liks o create to the number
already listed i the blank Type this totalinto the *Approval Codes” blank. Press
ENTER,

Fress F8 toview all approval codes for this course. To find the codes you just
created, look for those with foday's date listed as the creation date.

Example 5 i listed in the blank and you need 10 new approval codes, 5o you
would type in 15.

Q: When do | use F6 to create one approval code?

A Only use the F6 keyto create one approval code when you are giving this speciic
code to a student atthat mornent Fressing F6 wil create a code and mark it as both
issued and printed

Q: tried to create more approval codes, but | got an error message. | still need
more approval codes. What do | do now?

A Call ar email Jamie or Sean,
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Q: How do I cancel an approval code? How do I tell if an approval code has been canceled?

A: Type in the letter “C” in the canceled blank, next to the approval code you would like to cancel. Press ENTER to cancel the code. This code is no longer valid and is un-useable by students.

[image: image4.png]=181]

DEHRSSRIVA | $BABI Y -C-8HER

Ele Edt Vew Iwet Fomat ook Table Window Help

] RN RN RS EEEN KRR EERNERRE R

| G 91 100% - @ cHmead 8§ A Normol + i, - aiol s

B A1

Type aquestionfor help  + X
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Q: There isn’t a perm number or student name listed, but there is a
five-character username listed. What is that? What does it mean?

A When an approval code is created by pressing F6, a Com-Plete username is
automatically entered next to the approval code and under the name field. When a
Corn-Plete usernarne is presert it DOES NOT mean that the approval code has been
used. The approval code is still valid - see example below
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Q: Where do I go in STAR to print approval codes?

A: Go to the Reports MENU, and look for the report called “Approval Code Extract/pdf”. Enter the selection number. Press ENTER.
Q: How do I print approval codes?

A: Navigate to the “Approval Code Extract” report (see question above for how to navigate to this report in STAR), enter the quarter and your department’s abbreviation.
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Q: Where do | go in STAR to print approval codes?

A GO to the Reports MENU, and ook for the report called "Approval Code Extract/pdf”
Enter the selection number. Press ENTER
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· To extract a PDF of approval codes for all ___________________ courses

Enter you’re the quarter and your department’s abbreviation. Press ENTER.

· To extract a PDF of approval codes for a specific course

Enter the quarter, department abbreviation, and course (no enrollment codes). Press ENTER.

· To extract a PDF of approval codes for all courses taught by a specific instructor

Enter the quarter, department abbreviation, and instructor’s STAR ID. Press ENTER.

In all cases, once you press ENTER, a PDF document will be emailed to the address listed on the bottom of the “Approval Code Extract” report screen. You will be able to open the PDF document and print it.
Q: Which labels are the PDF extracts of approval codes formatted for?

A: Avery 5167 (4 columns, 20 rows)
Q: Can I extract approval codes in another format besides a PDF file?
A: Yes, you can extract the data as a text file and import it into Excel. At the bottom of the “Approval Code Extract” STAR report, enter “FILE” next to the section labeled “Output”. When you submit the job, you will receive an email with a zip file. Double click on the zip file to un-zip it, then drag the text file to your desktop. Open Excel, and import the text file from your desktop.
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Q: Where do | go in STAR to print approval codes?

A GO to the Reports MENU, and ook for the report called "Approval Code Extract/pdf”
Enter the selection number. Press ENTER

62000

Approval Codes in STAR Cheat Sheet

BM 3270 Terminal
Fle Edt Comnection Setwp Macro Window Help

~=lolx|

| DS HE S 2@ |07 o » |2 changeisr Approval Codes Copysectionsubid

see question above for how to navigate to this

5452
SPRAGUE, JAMTE L__
a
1 155 3]
PDF_
HULT age)
Jjamie sprague@sa.ucsh..edu__
PF2
TIn > 0 1432

ments abbreviation

codes have been used by a student?

y @ student will have the student's perm
date will be filled in

student name listed, but there is a
hat is that? What does it mean?

pressing F6, a Com-Plete username is
I code and under the name field. When a

W @

16013270 Terminl -G s v Tonek [l

om

—_—

Page 2

Sec 1 2 a2 lns Gl  REC WK B OR OX

Wistart| | (2 @ & (=] (O] [#] & | O] mbox - Microsoft Outiook |3 UCSBMF.rsf - WRQ Ref... (@) Google Calendar - Mozlla... | ] Microsoft PawerPoint - ... | 1) appraval_cade_cheat.s

B Microsott Ofice Outlook

Connection ta the Micrasoft Exchange Server has been

restared,

B

«on|d

x 3

Nenmo oN zom




Q: Can I email a specific instructor their approval codes for all their courses from the “Approval Code Extract” STAR report?
A: Yes. Enter the quarter, department abbreviation, and the instructor’s STAR ID. Type a “Y” in the blank next to “Send to Instr”. Press ENTER to send.
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Q: ___________ lost their printed approval codes. Can I reprint them?

A: Yes. In the “Approval Code Extract” report, enter the quarter and department abbreviation. At the bottom of the screen, type “Y” next to “Reprint All”. Next, enter the date in which you would like approval codes to be printed from. All approval codes created on or after will be printed EXCEPT those used by students and those created with the F6 button (see the next questions in this document).
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Q: Where do | go in STAR to print approval codes?

A GO to the Reports MENU, and ook for the report called "Approval Code Extract/pdf”
Enter the selection number. Press ENTER
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(enter department here)





Change to “FILE”





Enter “Y” here





VALID CODE





Type “C” here 
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