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Welcome to sage 
WELCOME TO THE SAGE SYSTEM 
This document is an overview on how to use the sage system.  Depending on the nature of your job, you 
may not have access to all the areas discussed in this manual. 
 
In order for sage to provide you the best results please ensure you have your pop up blocker disabled and 
that you are running on either Internet Explorer 6.0 or above or Netscape 6.2 or above. 
 
To ensure that the computer you are using is configured properly please review and run the “Before You 
Start” configuration on the sage log in page – https://sage.brandeis.edu.  
 
If you ever have questions concerning sage or information in this document you may email 
sagehelp@brandeis.edu. 

Logging onto sage 
ACCESSING SAGE 
To access the sage system go to https://sage.brandeis.edu.  This is the sage Home and Log On Page.  On 
this page you will find other helpful links and documents concerning using the sage system. 
 
To log into sage enter your UNet ID and Password 

Select the Staff option and press the  button. 
 
The sage application will open and a listing of the following menus will appear on the left hand side: 
 
-Manage Student Records:  use to view Grade and Class Rosters 
-Design Student Administration:  use to set User Defaults, specifically Academic Career 
-SA Self Service:  use to access the Student By Major/Minor page as well as the Schedule of Classes and 
Course Catalog 

Specify User Defaults 
SETTING USER DEFAULTS 
Setting your User Default can assist you with data entry.  To set your user defaults go to:  Home > Design 
Student Administration > Specify User Defaults > Use > User Defaults  
 
User Defaults 1 and User Defaults 2 have the basic default information.  Enter the appropriate defaults, 
specifically the Academic Career, and press the save icon. 

FERPA Disclaimer 
Warning: Student records are private. The student information you are accessing is protected under The 
Family Educational Rights and Privacy Act (FERPA). This information is only for the use of the 
individual student (for his/her records alone), designated academic advisors, and other Brandeis 
University officials with legitimate educational interests. All other access, use, distribution, or release of 
these records is prohibited. 
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Viewing Class Rosters 
VIEWING CLASS ROSTERS – this is where one can view which students are enrolled, dropped or 
waitlisted for a particular class.  Viewing the class roster is limited to subjects that are within your 
department you have been given specific access to view. 
Home > Manage Student Records > Establish Courses > Inquire > Class Roster 

1. Enter the Academic Institution of BRANU 

2. Enter the Term:  the term code schema is 1 + two digit year + semester indicator (1 = Spring, 2 = 
Summer, 3 = Fall).  Example: Fall 2005 is 1053, Spring 2006 is 1061 

3. Enter the Subject Area and a Catalog Number  - AND/OR -  

4. Press the  icon for a listing of classes you have access to 

5. Click on the class you would like to view and the class roster will open 

6. Each Roster lists the name, email, student ID, academic level, primary major, grading basis, and 
units taken for the students 

7. Once you are in the Class Roster you may select from three Enrollment Status (Enrolled, 
Dropped, and Waitlisted) views by dropping down on the Enrollment Status box.  The lists, as 
well as the Total Students count, will alter based on the Enrollment Status selected. 

8. The Detail hyper link opens up the Class Detail page 

9. To access another Class Roster press the  icon at the bottom of the page.  The 
system will prompt you to save – press No 
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Viewing Grade Rosters 
VIEWING GRADE ROSTERS – this is where one can view the status of a class’s grade entry. 
Viewing the grade roster is limited to subjects that are within your department you have been given 
specific access to view. 
Home > Manage Student Records > Establish Courses > Use > Grade Roster 

1. Enter the Academic Institution of BRANU 

2. Enter the Term - the term code schema is 1 + two digit year + semester indicator (1 = Spring, 2 = 
Summer, 3 = Fall).  Example: Fall 2005 is 1053, Spring 2006 is 1061  

3. Enter the Subject Area and a Catalog Number  - AND/OR -  

4. Press the  icon for a listing of classes you have access to 

5. Click on the class you would like to view and the grade roster will open 

NOTE:  Grade Rosters are generated twice a semester.  If a roster is not present then the Roster 
Generation Process has not yet run. 

6. Each Roster lists the student ID, senior indicator (flags students who are graduating this term with 
a *), name, grade input, official grade, career of the student, grading basis (Graded, Credit/No 
Credit, Audit etc.) and grading status (pending, posted) 

7. For most undergraduate classes a mid term roster is also generated.  The Roster Type field will 
indicate which roster you are viewing.  To view the second roster, press the small arrow icon in 
the top right corner. 

8. To access a Grade Roster for a different class press the  icon at the bottom of the 
page.  The system will prompt you to save – press No 
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SA Self Service 
USING SA SELF SERVICE  
Home>SA Self Service > Instructor/Advisor Services > Home > Instructor/Advisor Services  
 
You can also access this page directly by selecting the “Faculty” option when logging into sage  
 
Below is the “Instructor/Advisor Services” homepage.  As a Department Administrator the “Student By 
Major/Minor” page is where you will access the condensed view of important student information such as 
Program and Plan information (majors and minors), Degree Audit, Class Schedules, Grades and 
Unofficial Transcripts. 
 

 
 
You may also access all the links under the Course Catalog and Schedule heading to view the Catalog, 
Bulletin and Schedule of Classes information as well as the View Current Enrollment Figures page under 
the Management heading. 
 
For more information on how to use the Course Catalog, Schedule of Classes and Enrollment  Statistics in 
sage go to: 
Course Catalog - http://www.brandeis.edu/sagedocs/tutorials/inst_course_cat/inst_course_search.html  
Schedule of Classes - http://www.brandeis.edu/sagedocs/tutorials/inst_class_sched/inst_class_sched.html  
Enrollment Figures - http://www.brandeis.edu/sagedocs/tutorials/figures/figures.html
 
 
 
 
 
 

 5

http://www.brandeis.edu/sagedocs/tutorials/inst_course_cat/inst_course_search.html
http://www.brandeis.edu/sagedocs/tutorials/inst_class_sched/inst_class_sched.html
http://www.brandeis.edu/sagedocs/tutorials/figures/figures.html


Students By Major/Minor  
SEARCHING OPTIONS FOR STUDENTS BY MAJOR/MINOR  
Home>SA Self Service > Instructor/Advisor Services > Home > Instructor/Advisor Services  

 
1. Click on the Students By Major/Minor link.  The Students By Major/Minor page will open. 

 
NOTE:  You can generate student lists by using the search criteria options or you may view a single 
student by entering a student ID the Student ID field.  Student IDs are eight digits beginning with a 2. 
 
2. Using the Search Criteria – Required Search Fields 

a. Academic Career – this allows you to select either Graduate, Undergraduate or Rabb 
students.  This value will default to what has been set in your user defaults and is a 
required field.  To alter the value press the down arrow and select from the listing. 

b. Plan Type – this allows you to select students based on majors, minors or both.  This is a 
required field and at least one check box must be selected.  Major is the default value 

c. Academic Plans – the list of majors and minors in the right hand box is customized based 
on your security and will only show those majors and minors which are associated with 
your department.  At least one plan must be selected.  To select all the plans listed press 
the Check/Uncheck All box. 

d. Academic Program Status – there are four populations of students you may select; Active 
for the current or future terms, on Leave for the current term, Completed the program in 
past terms or Withdrawn from the university.  At least one option must be selected.  The 
default is Active in Program.  If the Complete option or Withdrawn option is selected you 
must enter the corresponding Completion Term range and Withdrawn date range.  

3. Using the Search Criteria – Optional Fields 
a. Admit Term – enter an admit term range to generate a list of students who were admitted 

in a certain term or term range. 
b. Graduation Term – enter a graduation term range to generate a list of students who are 

scheduled to graduate in a certain term range. 

4. When the search criteria have been entered to meet your needs, press the  icon to 
retrieve and view your results. 
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5. Example Results 
• Search results for all Active undergraduate students who have a major in Women’s and Gender 

Studies: 

 
• Search results for all Active Undergraduate students who have a minor in Women’s and Gender 

Studies: 

 
• Search results for all Undergraduate students who have a major or minor in Women’s and 

Gender Studies and is currently on Leave: 

 
• Search results for all Active Undergraduate students who have a major in Comp. History & 

Wmns/Gndr Stds: None as this is a graduate program only. 
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6. Using the Student ID selection is helpful if you want to view information for a single student.  

You can enter the Student ID if you know it or press the  icon to search for a student by name. 

 
a. Search By – press the down arrow and select an option form the list 

b. Enter the Last Name, First Name or Name (Last Name, First Name) and press  
c. Click on the appropriate result.   
d. If “No Matching Values” is returned then there is no student by that name/ID 

associated with your department at this time 

7. When the Student ID is entered, press the  icon to retrieve and view your results 
8. All other search criteria are ignored when the Student ID field is populated 
 

 
 
 
By using the search criteria you will be able to generate lists based on several criteria.  All results 
reflected are up to minute data results.  Feel free to experiment with the different search options to 
find the results that best fit your needs. 

 8



 

SORTING OPTIONS FOR STUDENTS BY MAJOR/MINOR  
Once the data has been retrieved there are several ways to sort the data.  Select the option 
that best serves your reporting need. 
 
9. In the Sort By field press the down arrow to see the Sort By Options 

 
 

10. Select the sort option and the data will re-sort base on the option selected.  The default sort option 
is Student Name 
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DATA RESULTS FOR STUDENTS BY MAJOR/MINOR  
Once the data has been retrieved and sorted it is time to review the student information 
provided.  There are three result pages/tabs associated with the Students By Major/Minor 
page:  Student Information, Student Contact and Student List/Excel.  Depending on what 
your need is, each page can provide important information.  To access student specific 
information such as a degree audit report or a class schedule, you will need to go to the 
Student Information tab.  To access and export students campus email or mailbox use the 
Student Contact page and to export the search results into excel the third tab should be 
useful. 
 
To access these pages simple click on the labeled tab.   
 
Using the Student Contact and Student List Page/Tab to Export Data into an Excel File 
  
1. Click on the Student List/Excel tab or the Student Contact tab depending on the data you would 

like to export 
2. Ensure the data is accurate and sorted properly 
3. Starting in the left hand corner near the Student Id label, press the right button on your mouse and 

drag the mouse down and to the right until all the fields are highlighted 
4. For a PC User, you can either left click and press the Copy option or press CTRL C on your 

keyboard  
5. Open up a new excel file and paste the selected material either by left clicking the mouse and 

selecting paste or by pressing CTRL V on your keyboard  
6. For MAC Users, press the Apple C button to copy and press the Apple V button to paste the 

information into excel 
7. Format the excel file and save 

 
 
Using the Student Information Page/Tab 

 
1. If there is a  icon to the right of the Student Id this indicates that the student has a hold on their 

account.  This hold may prevent the student from registering or ordering a transcript.  Department 
Administrators are not able to see the detail of the hold.  If more information about the hold is 
needed contact the Office of the University Registrar 

2.   If there is a icon to the right of the Student ID this indicates that there is a FERPA block on 
the students information.  No information about the student may be released to outside sources. 
To see the details of the FERPA hold, press the  icon. 

 
 

 10



NOTE: The FERPA detail page will list the data that IS releasable.  In this case, only Category 3 
information is releasable. 
 
NOTE:  Student information should never be released to any party except through the Office of the 
University Registrar. 

 
3.    Press the  icon to see the comprehensive Academic Information about the student - Career(s), 

Program(s), Degree, Major(s) and Minor(s) 

 
4.   Press the   button to return to the previous page 
 
5.   The Degree field denotes the degree the student is pursuing.  If the degree code reads DM that 

indicates that the major is a secondary major.  If the degree code reads MN that indicates the 
student is pursing a minor.  If the degree field is blank that indicates the student is pursing a 
concentration (this is only applicable to a few graduate programs). 

6.   The Admit Term and Expected Graduation Term denote when the student was admitted into the 
program and when they are estimated to complete their program. 

7.   The Advisor Name indicates which advisor has been assigned to this student for this major/minor.  
The majority of graduate students do not have an assigned advisor so this field will be blank. 

 
NOTE:  If there are inaccuracies with any of this data please contact the Office of the University 
Registrar. 
 
 
Using the ***Student Details***Options 
 
Using the ***Student Details*** drop down box you can view other important information about the 
student.  
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1.   Press the down arrow to review the options 
2.   Select the desired option and press the  icon.  You will then go through a series of pages to 

view the pertinent student data. 
3.   Press the  button on the bottom the pages to return back to the previous page.  Do NOT 

press the back button on your browsers if at all possible. 
 

Address and Phone Info – when these options are selected you can view the current data on file. 

There are several address types within sage to capture different address formats and needs.  

Billing Address – Address to which the bills should be sent to if different from Home or Mailing 

Local Non Campus Address – Address of students in off campus housing, if known 

Mail Box and Mail Stop – Undergraduate Mail Box number and Graduate Mail Stop number.  

Mailing Address – Address to which mail should be sent to if different from Home address 

Non Custodial Bill Address – Address where an additional bill can be sent. 

Permanent Address – Permanent address.  Each student is required to have a Permanent Address. 

Refund Address – Address to which a refund check mail should be sent to if different from Billing  

SEVIS International and SEVIS Local – To be used by the ISSO Department only 
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Class Schedule – when this option is selected you can view the student class schedule term by term. 
 

1.   From the Select Term page click on the term of the class schedule you would like to view 
2.   The students Class Schedule will open, listing all the classes the student is currently enrolled 

in 
3.   To review the classes the students has dropped or is on the waiting list for check the 

appropriate boxes in the Class Schedule Filer Options and press the 

 button 

 
 
Grade Inquiry – when this option is selected you can view the student’s grades and statistics term by 
term. 

1.   From the Select Term page click on the term of the grades you would like to view 
2.   The students schedule with grades will open.  The students term and cumulative statistics are 

on the bottom of the page 
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Unofficial Transcripts – when this option is selected you can view a student’s unofficial transcript 
 

1. From the Unofficial Transcript page select the Report Type appropriate for this student.  For 
example, ff the student is an Undergraduate student then you will want to select the 
Undergraduate-Unofficial Report Type. 

2. Press the icon 
3. The transcript will appear on the page 
4. To print the transcript press the print option from your browser 
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Degree Audit – when this option is selected you can view the students’ degree audit report.  The degree 
audit data is updated nightly. 
 
NOTE:  At this time the degree audit report is only for Undergraduate students and only for the General 
University Requirements. 
 
The Degree Audit Report page is a summary of the Student Information, Academic Program 
Information, Academic Statistics and the General University Requirement statuses. 
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The Brandeis Course History page is a summary of all the classes taken by the student as well as the 
term GPA.  

  
 
The Transfer Course History page is a summary of all the transfer credit that has been applied to the 
students’ record. 
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