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Student Learning Checkpoint System 
For STAR Advisors and Instructors 

 
 

Web Roster & Grade Entry Log On 
 
 

Submitting an Early Alert Referral 
 
An Early Alert referral may only be submitted by a STAR student’s instructor.  
 
To begin the Early Alert Referral Process: 
 

• Log on to E-Roster 
o The E-Roster link is located at  http://pensacolastate.edu/misc/facultyStaff.asp 

 
Once logged on, the Schedule Selection screen will display  
 

 Continue to page 2 
  
 

 
 
 

http://pjc.edu/misc/facultyStaff.asp
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Schedule Selection 
 

The Schedule Selection screen includes  
• Navigation buttons to the left 
• Past, present, and/or future terms in top window 
• Instructor sections of selected term in bottom window 

 
If the instructor has any STAR students enrolled in any section for the selected 
year/term, the section record will display “EA,” representing that an Early Alert 
Referral may be submitted. 
 
To view the STAR students in a section  
 

• Select a section that displays EA in bottom window 
• Select Rosters button 

 
Once selected, the Section Roster screen will display  
 
 Continue to page 3 
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Section Roster 
 

 
The Section Roster screen includes: 
 

• Navigation buttons to the left 
• Buttons to download or print roster 
• List of students within the section 

o A student is recognized as being in the STAR Program if there is a 
“Y” in the STAR column 

 
To proceed with an Early Alert referral for any of the STAR students within 
the displayed roster: 
 

• Select Early Alert button 
 

Once selected, the Early Alerts screen will display 
 
 Continue to page 4 
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 Early Alerts 
 
The Early Alerts screen includes: 
 

• Navigation buttons to the left 
• List of STAR students for the selected section in left window 
• List of Reasons for Academic Difficulties in drop down menus 
• Field to enter Other Reason if not listed in drop down menus 
• Field to enter Additional Comments 

 
To begin referral process… 
 
 … Continue to page 5 
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Early Alerts 
 
 
To begin an Early Alert Referral: 
 

• From the window that displays student ID’s and Names, select student to 
refer 

• Select up to 5 reasons for the referral from the drop down menus under the 
heading Reasons for Academic Difficulties  

• If a reason for referral is not displayed from the drop-down menu, a reason 
may be typed in the Enter Other Reason field 

• The Additional Comments box is used to enter instructor comments that 
may be helpful in the referral process (the length of comments is limited to 
the box size displayed) 

• Once the referral is complete, select the Submit Referral button 
 

 Continue to page 6 
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Early Alerts 
 
If the referral was successfully submitted, a pop-up message will display Early 
Alert Referral Successfully Submitted 
 

 Continue to page 7 
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Early Alerts 
 
The Early Alerts screen will refresh with the list of students in case another student 
referral needs to be submitted 
 

 Continue to page 8 
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Group Wise Email 
 
When a referral is submitted, the following staff will receive an email that will 
include the Early Alert information.  
 

• Instructor who submitted the referral 
• Advisor assigned to STAR student 
• Director of QEP Program (Sonya Evans) 
• QEP Department Secretary 
• Developmental Studies Department Head (Wanda Cook) 
• June Linke 

 
The subject on the email will note the student’s name for easy reference: 

New STAR Referral for <STUDENT NAME> 
 

 Continue to page 9 
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Group Wise 
 
Clicking once on the attachment within the email will display the referral 
information within the email window. 
 

 
 
Clicking twice on the attachment within the email will open the referral information 
as a Word document with printer-friendly format and the ability to save file,  make 
notes within file, etc. 
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