
iSTAR Online User Manual 

Updated  3/1/2010  Page- 1 - 

iSTAR Online Users Manual:  Table of Contents 
iSTAR Online Users Manual ............................................................................................................... 1 

Table of Contents .............................................................................................................................. 1 
Overview ............................................................................................................................................. 2 
System Requirements ...................................................................................................................... 2 
Manage User Setups ........................................................................................................................ 2 
 Logging On ........................................................................................................................................ 4 
Searching the iSTAR Database ..................................................................................................... 9 

Overview ........................................................................................................................................ 9 
Browsing Search Results ........................................................................................................... 10 
Item Details .................................................................................................................................. 11 

Working with Budgets .................................................................................................................. 12 
Overview ....................................................................................................................................... 12 
The Budget Summary ................................................................................................................. 13 
Creating a New Budget ............................................................................................................. 13 
Adjusting a Budget ..................................................................................................................... 14 
Pending Transactions ................................................................................................................ 15 

Working With Shopping Carts ................................................................................................... 17 
Overview ....................................................................................................................................... 17 
Opening an Existing Cart ......................................................................................................... 17 
Managing your Cart ................................................................................................................... 18 
Adding Items to Your Cart ....................................................................................................... 19 
Updating Quantities ................................................................................................................. 23 
Saving Your Cart ........................................................................................................................ 25 
Deleting your Cart ..................................................................................................................... 25 
If You’re Over Budget ................................................................................................................ 25 

          Checking Out…………………………………………………………………………………………………………………………26 
Order Administration…………………………………………………………………………………………………………………….27 
          Overview………………………………………………………………………………………………………………………………  .27 
           Review or Update Pending Orders…………………………………………………………………………………..28 
            Approve Pending Orders……………………………………………………………………………………………………32 
            Viewing Confirmed Orders……………………………………………………………………………………………….32 
             Tracking Shipments…………………………………………………………………………………………………………34 
 iSTAR Online Users Manual Inventory ....................................................................................... 35 

Overview ........................................................................................................................................... 35 
Entering Inventory Items .............................................................................................................. 36 
Searching for Entered Inventory Items ..................................................................................... 37 
 Print Search ..................................................................................................................................... 38 
Creating Print Search Report in Excel ...................................................................................... 38 

Overview ...................................................................................................................................... 39 
Saving Search Results ............................................................................................................... 40 
Accessing Batch Template ....................................................................................................... 43 

Inventory Data File ......................................................................................................................... 47 
Overview ...................................................................................................................................... 47 
Saving Search Results in CSV Format .................................................................................. 48 
Uploading File ............................................................................................................................ 48 

 



iSTAR Online User Manual 

Updated  3/1/2010  Page- 2 - 

 
Overview 
Welcome to iSTAR Online, your textbook acquisition resource. This powerful tool is a 
snap to use, and will help you more effectively manage the entire procurement process: 
from product comparison and selection, to order processing, to budget management, 
tracking, and customer service. 
 

System Requirements 
This version of iSTAR Online is designed for use with the latest release of Microsoft 
Internet Explorer, and requires JavaScript. If you are using a PopUp blocker, be sure to 
add iSTAR to your list of accepted sites. If you are unsure about any of these 
requirements, check with your system administrator. 
 
If you have been inactive for a period of 15 minutes, a popup window will warn you that 
your session is about to expire. Click the Continue Session button to extend your session 
and continue working. If you are not at your computer, the popup window will 
automatically close, your session will be ended, and your browser will return to the 
iSTAR login screen. 

Manage User Setups 
 
iSTAR ordering is set up to order  at a campus or a district level. To sign on at either level 
you must have a username and password.  If you are a first time user click on the 
following link or type the address into your Web browser. 
http://www.istaronline.com/registration/.   
The following screen will appear. 
 

 
If you don’t have a registration key and you are a campus user, contact your district 
administrator.  If you are a district user, contact DESA BODEN at 
desa_boden@archway.com for your registration key.  
 
Enter your 15 digit registration code and Click the Continue button. 
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An incorrect entry will result in the following screen.  
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Logging On 
To begin your iSTAR session, log on to www.istaronline.com. Enter your username and 
password and click the Sign In button as shown below: 
  

 
 
If you only wish to do title inquiries you may use  nmguest  as your user name and 
password. 
 
If you have forgotten your user name and password, click on ‘forgotten username and 
password?’ and the following screen will appear 
 

 
 
Enter a current email address and click on Retrieve User.  
An email will be sent to the address you provide. Follow the instructions contained 
there to verify your user ID and password. 
 
 
 
 
 



iSTAR Online User Manual 

Updated  3/1/2010  Page- 5 - 

 
After signing on you will be sent to a screen requesting you to verify your email  
This screen can be bypassed unless you have a change to make.  

  
 
If you do need to update your email address, it can be done here . Enter your new email 
address. A confirmation email will be sent to the address you’ve entered.  

 

 
Clicking on the link will validate your email.  
 
If you wish to continue without updating your information simply click on the Update 
button without entering any information.  
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The DISTRICT version of iStar controls all orders placed and assigns purchase order 
numbers. The orders are sent from the DISTRICT level to the vendors after DISTRICT 
approval.  
 The CAMPUS version is designed for each school to key their own orders. All CAMPUS 
orders must go to the district for approval.  
At least one user must be set up at a district level. There are no restrictions for the 
number of users. 
 
 
 
The District version is a little different from the Campus (note the ‘District User’ in the 
upper right hand corner).  
The District user can manage accounts as shown in the example below: 
 

 
If you click on Manage User Accounts, the following screen will appear. You can add a 
new user by clicking on the ‘Add a new user’ button. 
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After clicking on ‘SAVE CHANGES’    You will see the following screen: 

 
 
Click on ‘OKAY’ and your user will be added: 

 
 
You can edit or disable an existing user by clicking on the line with their information as 
seen in the following screen: 
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Clicking on the campus access button will allow the district user to provide access to 
ordering for their campuses.  It also provides an Access Key so the campuses can log 
on. If you don’t wish your campuses to have access to ordering, you can click on the 
TURN ACCESS OFF button.  
 

 
 
 
 



iSTAR Online User Manual 

Updated  3/1/2010  Page- 9 - 

Searching the iSTAR Database 

Overview 
You may search the iSTAR database by ISBN, title, category, subcategory, publisher, 
grade level, expiration date, and/or adoption status. In addition, you can restrict your 
search to newly adopted titles by clicking the box next to ‘2010 K-8 langauge Arts, 
Modern, Classical & Native Languages. You can also download the NEW ADOPTION 
by clicking the DOWNLOAD to EXCEL at the top of the page. 

 
 
 
 
  
 
 

SEARCH TIPS 

If you enter a word or phrase in the Title field, iSTAR will locate titles that contain that 
word or phrase. If you enter something in the ISBN field, iSTAR will find ISBN#’s that 
begin with that text. If you have the 13 digit ISBN (of vice versa), iSTAR will xref 
with the 10 digit ISBN in many cases.  If you know part of the ISBN, you can enter a 
partial ISBN with * at the beginning and end: 
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And iSTAR will give you results that have the partial ISBN #: 
 

 
 
  
When you make a selection from the CATEGORY list, the SEARCH button is 
temporarily disabled while your browser loads the appropriate list of subcategories. 
 
By default, iSTAR will sort your search results by title. You may also sort your results by 
ISBN, price, or publisher. Simply select the appropriate option form the SORT BY list 
before clicking the SEARCH button. 
 
The maximum number of matching results returned by this version of iSTAR is 750. 
 
 
 
 

Browsing Search Results 
iSTAR displays your search results in groups of 30 per page, up to a maximum of 25 
pages. You may browse through the search results by clicking the right or left arrow 
buttons at the top of your screen.  
 
To skip forward or backward several pages, click on the down arrow. All the available 
pages will come up and you can click on the page you want to see.  
 
 
 
 
 
 
An example of the SEARCH RESULTS PAGE is shown below: 
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Item Details 
To view more information about a particular title, simply click on the desired item. 
iSTAR displays the Item Details page, where you’ll find the expiration date, new 
adoption status, grade level, publisher and depository contacts, plus any additional 
comments or current promotions related to that item. Click the BACK button to return 
to your search results or NEW SEARCH to begin another search. 
 
An example of the Item Details Page is show below: 
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Working with Budgets 

Overview 
The iSTAR budget features provide spending controls and detailed accounting 
information.  BUDGETS FOR ALL DISTRICTS WILL BE ENTERED BY ARCHWAY 
FOR ALL IM (INSTRUCTIONAL MATERIAL) ALLOCATED FUNDS FOR THE 
FISCAL YEAR 2010-2011 and FORWARD 
 
For all Public, State Supported  Schools: 
          50% of the allocated funds will be designated as CORE 
          50% of the allocated funds will be designated as SUPPLEMENTAL  
   THIS BUDGET WILL BE LABELLED IM BUDGET 
 
For all Non Public Schools: 
        50% of the allocated funds will be designated as CORE  
        50% of the allocated funds will be designated as SUPPLEMENTAL ADOPTED  
THIS BUDGET WILL BE LABELLED IM BUDGET 
 
 
For all Charter  Schools: 
           100% of the allocated funds will be designated as SUPPLEMENTAL. 
THIS BUDGET WILL BE LABELLED IM BUDGET. 
 
Only authorized users or administrators can make changes against the IM BUDGET. 
This will only be at the STATE or DEPOSITORY level.  You will not need to worry about 
core and supplemental materials keyed in the same order. Once you pick IM budget, 
iSTAR will automatically deduct from the appropriate fund as you key your order.  
 
WHEN SETTING UP YOUR CAMPUS BUDGET FOR IM, PLEASE CHOOSE THE 
IM CAMPUS BUDGET. 
 
SCHOOLS MAY SET UP ADDITIONAL BUDGETS TO ACCOUNT FOR 
ADDITIONAL MONIES ALLOCATED TO THEM FROM OTHER FUNDING 
SOURCES. 
 
CARRY-OVER 
Carry-over funds are considered any STATE IM allocated funds not used or committed 
by the end of the fiscal year for which they were designated. 
Carry-over funds should be added as a separate budget for this year 2010-2011. 
For fiscal years 2011-12 and forward, carry-over funds will be added to the appropriate 
budget new year as an adjustment. 
 
WAIVERS 
PED may allow a school or district to use CORE funds to purchase non CORE material 
In this instance, the PED or Depository administrator will adjust monies from the CORE 
budget to the SUPPLEMENTAL. Only PED can authorize this adjustment. 
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The Budget Summary 
The main Budgets menu displays a summary of your current Budget categories. This 
summary displays the Budget Label, Budget Restrictions, Total Budget, Current charges, 
and Available Balance. 
 
An example of the budget summary screen is shown below: 
 
 

 
 

Creating a New Budget For NON IM Funds 
The New Budget Form allows you to create a new iSTAR budget control. Start by giving 
your new budget a unique label. Next, enter an amount in the New Budget field. Finally, 
the Restriction option allows you to limit the use of your new budget to Core Basal or 
Supplemental Titles.  If you select the CORE BASAL button, you may ONLY order Core 
material.  If you click on the SUPPLEMENTAL you can order any material.  Click the 
SAVE button and you are done. 
 
The new Budget Form is shown below: 
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IF YOU ARE CREATING THE IM BUDGET AT THE CAMPUS LEVEL, SELECT  IM 
CAMPUS BUDGET. THIS IS THE ONLY BUDGET THAT WILL FEED INTO THE IM 
BUDGET AT THE DISTRICT LEVEL. 

Adjusting a Budget 
You may adjust  any iSTAR budget except the IM BUDGET by changing the Total 
budget column. For Example, if you receive additional money from a fundraising event, 
you would increase the Total Budget column. All budget adjustments are permanently 
logged. They cannot be modified or deleted. If you make a mistake while adjusting your 
budget, you must enter another adjustment to correct your error.  
 
You have several options on the Budget screen which are listed below. 

 
The following form is displayed if you click on the ‘Adjust Budget’  

button.  
 
 
 
 
When you click the adjust budget button, your total budget is increased by that amount: 



iSTAR Online User Manual 

Updated  3/1/2010  Page- 15 - 

 
 
 
By clicking on the adjusted budget again, the following screen will appear which now 
reflects your additional monies. 
 

 
 

Pending Transactions 
Note that the Current charges column only calculates posted transactions. To get a more 
accurate picture of how much money is really left in your budget, select a budget from 
the main budget menu, and click the pending transactions button. 

 
 
You can also delete a budget or edit your settings if you choose. 
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Working With Shopping Carts 
 

Overview 
The iSTAR shopping Cart lets you keep track of your title selections as you build your 
order. It travels with you as you use the iSTAR site, organizing the selections you’ve 
made, totaling your order, and double checking budget constraints. 
To Create a new cart, click the NEW CART button on the main Carts screen. 
 

 
iSTAR displays the New Cart Form. An Example is listed below. First, choose a unique 
label for your cart. For example, labels like Mrs. Jones Core Cart indicate who owns the 
cart, and the cart’s likely contents. Next, select the appropriate budget for your cart. 
REMEMBER IF YOU ARE USING IM BUDGET or IM CAMPUS BUDGET, iSTAR 
WILL AUTOMATICALLY SPLIT YOUR CORE AND SUPPLEMENTAL TITLES 
FOR YOU. BOTH BALANCES WILL BE DISPLAYED .   
For any other orders you will need to select the appropriate budget. In this example we 
will pick Title I Budget which allows only core materials to be purchased. Check the 
main budgets screen if you are unsure about budget restrictions or available balances. 
Click the continue button and you’re done. 
 

 
 
 
NOTE: iSTAR will alert you if you already have a cart using the same budget. You may 
still create your new cart with that budget – this is just a friendly reminder. 
 

Opening an Existing Cart 
You may open the cart you’ve just created, or reopen an existing cart at any time by 
selecting it from the main Carts Summary screen. An example of the Carts Summary 
screen is shown below: 
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Managing your Cart 
When you open a Cart, iSTAR displays the Cart Details screen. This screen allows you to 
add items to your cart, displays the current contents, and keeps you up to date on the 
relevant budget figures. 
An example of the Cart details screen is shown below: 
 

 
 
We will now begin ordering for Mrs. Jones: 
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Adding Items to Your Cart 
There are two ways to add items to your Cart: through the ISBN entry form on the Cart 
Details page or through the Search Results page. The ISBN Entry form is the quickest 
and easiest way to add items to your cart when you already have a list of ISBN #’s. You 
simply key the ISBN # in and click add to cart as seen in the examples below. 
 
 
Once you hit the add to cart button, your new balance is reflected as well as your cart 
total. 
 

 
 
 
 
If you try to add a supplemental title to your core budget you will receive the following 
message: 
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If you had selected your supplemental budget: 
 

 
And tried to key the same ISBN, there would be no error message: 

  
 
 
 
 
 
 
If you try to key an invalid ISBN # or a number that is not on the PED list, you will 
receive the following message: 
 

 
 
 
Please double check the ISBN # and try again. 
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On occasion, you  might enter an ISBN that has been superseded by another. 
When this happens, iSTAR displays the new ISBN #, title, and price, and give you 
the opportunity to either add that item to your cart or cancel the transaction. 
Substitution’s are NOT automatically added to your cart as shown in the example 
below:. 

 
 

 
 
If you add an item that already exists in your cart, the quantities are updated 
automatically. For example, if you have 10 copies of a given title in your cart and add 10 
more, the quantity for that line item will be increased to 20. You will not have a separate 
line item for the duplicate entry. 

 
 
 
 
 
 
If you are asking for free items please remember to click the ‘free material’ box which will 
change the dollar amount to zero. An example is listed below: 
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When you click on the ADD TO CART button, the item is listed at zero price: 
 

 
 
The publisher is responsible for sending your free material. Each publisher has their 
own unique sign on user name and password to access your orders. They are 
notified via email when one of their titles is ordered. They then have the option of either 
printing or reviewing your orders on line.  This enables them to see your orders exactly 
as you ordered including PO and name and address to ship to as well as the quantities 
you request.  THEY RECEIVE THIS NOTIFICATION  AT THE SAME TIME THE 
DEPOSITORIES RECEIVE YOUR TEXTBOOK ORDER. 
 
If you do not know the ISBN # and need to search, you would need to click on the search 
button next to the  add to cart. The following screen will appear. 
 

 
You can search by title, ISBN, category etc just like when inquiring. If you key the title 
and press SEARCH, the following screen will appear: 
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Note that the quantity boxes are only available on the CORE BASAL titles since that is 
the budget that was selected. You can ‘View Cart’, perform a ‘New Search’, or Print your 
search results.  We will add to cart by keying the quantity and selecting ‘Add to Cart’. 
 
The title selected is now in your cart: 

 
 
 
 
 
 

Updating Quantities 
Once you’ve added an item to your cart, you can adjust the quantity by changing the 
number in the quantity field and clicking the UPDATE TOTAL button. As a safeguard, 
an UNDO Changes button will appear. Clicking this button will return the cart to the 
last saved version.  ISBN 0076097382 was changed from QTY 20 to 15. 
In the screen listed below, the QTY has been changed but the UPDATE TOTAL button 
has not been clicked on. 
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After clicking on the update total button, the screen looks like this: 

 
Note: the total order amount has been decreased by the five books.   
 
If you don’t want those changes, click on Undo changes and the screen will look like this: 
 

 
 
 
To remove an item from your cart, set the quantity to zero and click the UPDATE 
TOTAL button.  
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After clicking the UPDATE TOTAL button, the item is no longer on the order: 

 
 
 
NOTE:  If you listed an item as charged and it  should have been free, you will need to 
delete the line and re key as a free item. 
 

Saving Your Cart 
When you click the SAVE Cart button, iSTAR will save your cart in its current state, 
close your cart, and return you to the main Carts menu. When you log out, your open 
carts will be saved automatically. 
 

Deleting your Cart 
You may delete your cart at any time. When you click the Delete Cart button, iSTAR will 
request confirmation before actually deleting your cart. 

 
 

If You’re Over Budget 
If your cart total exceeds your available budget, you will not be able to complete your 
order. iSTAR displays a warning and hides the checkout button. In this case you must 
either remove items from your shopping cart, or increase the associated budget 
accordingly. 
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To complete your order, click the checkout button. The following screen will appear to 
confirm your billing and shipping information. Post Office boxes are not permitted in the 
shipping addresses.  

 
 
 
NOTE: This is your last chance to click the BACK button and modify the contents of 
your carts. If you are happy with your order, hit the Continue button. 
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If you are a campus user, you will receive the following message: 

 
Your cart has been sent to the district where they can make changes (add or delete) and 
where a PO will be created so your order can be submitted to the depository. 
 
 
We are now ready to view the campus order at the District level… In order to do that you 
click on the SHOP button at the top of the page: 

 
We will pick Mrs. Jones cart since that is the one we keyed at the campus level earlier. 
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The district can make changes to the existing cart either by adding other ISBN #’s or 
changing quantities on existing ISBN #’s.  Let’s say the district decides the campus only 
needs 10 books of the 1st ISBN. The district can change the quantity on the order before 
sending it off to the vendor. 
  
 

 
If the district decides the school needs other material, they can also add titles as shown 
in the screen below: 
 

 
 
The district user can also edit, check out, print, save, return, acquire or delete the campus 
cart. 
 
Editing the cart will allow the district to change the budget information: 
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The Cart can be saved, printed or deleted just like at the campus level. If for whatever 
reason the district does not want to approve this cart, they can click on the Return 
button and the following screen will appear: 
 

 
 
If you do not want the campus to have access to the cart anymore you can ‘ACQUIRE the 
CART’ by clicking on the button: 
 

 
 
When the district user is ready to approve the campus cart, they would click on the 
check out button: 
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After clicking on the check out button you will see the following screen where you can 
update any shipping or billing information: 

 
If your order contained items from multiple vendors, the following message will appear:  
 

 
 
You can save either or both orders to process later or if you click on Continue you will 
receive the following message: 
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A screen will display all your orders that are queued and waiting for a PO. You can select 
one by clicking on the line:  NOTE Mrs. Jones’ Cart has been split into two orders since 
there are two different vendors on her order and they will each need a PO. 
 
 
 

 
After clicking on your cart, you are ready to add your PO and shipping information: 
 
 
 
 

 

 
 
If you click on the “Please ship” please make sure you add the 3.7% for shipping on your 
PO.  This shipping amount is for Archway depository only. If you are ordering from other 
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vendors, you will need to contact that particular vendor to calculate your shipping 
manually.  If you click “will call” there will be no shipping charge 
 
IMPORTANT: Queued orders will NOT be submitted to the depositories until you add a 
purchase order number and click the Process Order Button: 
 
Once you hit ‘Process order’ your order is no longer in the Queued Screen 
 

 
But has now been moved to the processed screen.   
 

 
Once the depository has confirmed your order, it will move from the processed order into 
the confirmed order file.  You will also receive an email that your order has been received. 
Any changes you made to the Campus cart will also be reflected in their order as well. 
 
 
 
 
 
 
Once your orders have been confirmed you can view any or all of them: 
Click on the ‘ORDER” button 

 
 
Queued Orders are orders that are waiting for a PO to be assigned to them. 
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Processed orders have been sent to the depository but not yet confirmed as being 
processed. 
Confirmed orders have been processed by the depository. 

 
If you click on ‘CONFIRMED ORDERS’, you will see all your orders for the year: 

 
 
If you want to see one of the orders in detail, simply click on that line (we will click on 
PreAlg/Schloman) and you will see the complete order as listed below: 
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The shipping information is detailed by line and an access to UPS tracking is 
also available by clicking on the **You may check your order status by clicking 
here ***  button: 
 

 
 
If you are a private school you must confirm receipt of your orders. An email 
with be sent to PED. This verifies that payment can be made to the vendors on 
your behalf. 
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INVENTORY 
Another great feature of iSTAR is the INVENTORY SYSTEM. You can access your 
inventory program from the main menu by clicking on the inventory button: 

  
 
The following information will appear:   

 
 
NOTE:ANY ORDERS KEYED INTO Istar ARE ALREADY IN YOUR INVENTORY. IT 
IS NOT NECESSARY TO RE KEY THEM.   
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This is the Inventory system main screen. You can manually enter your inventory items 
from this screen. You also have the option of clicking on the BATCH tab to enter your 
items into an Excel spreadsheet and then loading that spreadsheet into the system. If you 
have a large number of items to enter, I would recommend the batch method. There is a 
separate instructional document for batch processing.  

 
 
When you enter items on the Inventory data entry screen, you need to remember that the 
Order Date has to be filled in and must be entered in a MM/DD/YYYY. Other fields that 
must be filled in are the PO#, Vendor, Stock #, Description, Quantity, price, and Budget 
fields. When you have finished entering the data for an item then click the Add button  
 

 
 
After clicking the Add button, the items you enter will be displayed below the entry 
form. Only the items that you are entering during this login session will be displayed. If 
you have entered some items, Logout, and then Log back in and enter additional items, 
the items that you entered previously will not show up on the screen. Those items are 
stored in the database and you can look at, modify, or delete them from within the Search 
function, which will be discussed later. 
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If you move your cursor over the items on the list below the inventory form, you will 
notice that the line that your cursor is on is highlighted. If you double click on the line, 
the detail for that line is displayed. At this point you can either edit or delete the item or 
go back to the inventory entry screen. 
 

 
 
 
Search lists items you have entered into the Inventory system either through the manual 
entry process or the batch upload process. You can search for items by entering in a 
partial or full description, a partial or full stock number, and/or a partial or full PO 
number. Depending on your login you can also choose a district or a school to search. A 
school can only search on their items (district and school fields will be disabled but will 
show the school and district name in them). A district can only search on all or a certain 
school in their district (district field will be disabled but will show the district name in 
it). The State can choose a district and all schools or one school in the district to search 
on.  
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Leaving the search criteria (Description, Stock Number, and PO Number) blank will 
produce a list of all items you have entered into the Inventory System. You can also sort 
by Stock Number, Description, or PO Number, or if left at default it will sort by Stock 
Number. Click the Search button to perform a search. 

 
 

 
 
If you select the “Print Search” button, the search list is downloaded to an Excel 
spreadsheet and the “Download Your Printed Search Results” window will appear. 
Depending on how your system is set up, when you click on the download window,  the 
Excel spreadsheet will directly open or a dialog box will appear asking you to either 
open or save the spreadsheet.   
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If your Excel spreadsheet opens directly then you can save it from Excel. If your system 
prompts you first to either open or save the spreadsheet or cancel the operation then this 
window will appear and you can choose one of the 3 options. If you choose to open it 
then the spreadsheet will come up like on the previous page 

 
 
If you choose to save it, then the following screen will appear: 
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Enter a file name to save the spreadsheet and then click the Save button. 
 
When you click on the Report tab, the report form is displayed. If you have a District or 
State login you can choose schools and/or districts to report on, otherwise you are 
limited to your own school. Enter in a report start and end date and choose whether you 
want a summary or detail report and then click the ‘Run Report’ button. 
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The report is downloaded to an Excel spreadsheet and the “Download Your Printed 
Search Results” window will appear. Depending on how your system is set up, when you 
click on the download window, the Excel spreadsheet will directly open or a dialog box 
will appear asking you to either open or save the spreadsheet. If your Excel spreadsheet 
opens directly, then you can save it from Excel. 
 
 

 
If your system prompts you first to either open or save the spreadsheet or cancel the 
operation then this window will appear and you can choose one of the 3 options. If you 
choose to open it then the spreadsheet will come up.  
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If you choose to save it, then the following screen will appear:  enter a file name to save 
the spreadsheet as and click the Save button.  
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To Access the Batch Template, click on the Batch Menu Item. Click Download Batch 
Upload Template Here Link 
 
 

 
Depending on how your system is set up, when you click on the download window, the 
Excel spreadsheet will directly open or a dialog box will appear asking you to either 
open or save the spreadsheet If the spreadsheet directly opens just save it to your my 
documents folder. If your system prompts you first to either open or save the spreadsheet 
or cancel the operation then this window will appear and you can choose one of the 
three options. If you choose to open it then the spreadsheet will come up. 
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 If you choose to save it, then the following screen will appear . You can choose the 
directory that you want to save the file under. You can also rename the file or keep the 
same name. Click save to save the file. 
 
 

 
 
You can access the file by clicking on the “Inventory Data File” to upload or clicking the 
Browse button if you are not sure of the file name. 
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If you click Browse you will see the following screen: 
  

 
 
Click on Batch Template.xls and the open button and you will be able to: 
 
 
Enter your data into the spreadsheet. Keep in mind that the date must be in 
MM/DD/YYY format. Columns that are required to be filled in are the Date Ordered, PO 
Number, Vendor Name, Stock Item, Description, Quantity, Price and Budget columns. 
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When finished entering your data into the spreadsheet, save the file as a CSV (comma 
delimited file) by clicking on the arrow on the Save as type window and scrolling down 
and highlighting the CSV file option. 
 

 
 
After selecting the CSV file option, click the Save button. After clicking the Save button, 
this screen will come up. Click the No button to keep the original worksheet in Excel 
format. 

 
 
Click the Cancel button and close the document. At this point you are ready to load the 
file into the Inventory system. 
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Click the browse button to select the file to load. 

 
 
Select the file to upload and click the Open button. 
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Click the Upload button after you have selected the file to upload. 
 

 
If you are uploading a large file, you may get a please wait while we upload your files 
message box. 
 After the upload is finished, you should get a message telling you whether the upload 
was successful or not. If it was not successful check your Excel file to be sure that all 
data is correctly filled in and that the required fields all have data in them. If it is not 
successful, you will have to repeat the steps to create the CSV file. 
 
If it was successful you can click the Back to Upload button or any of the options on the 
Main Menu tab to continue. 
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This completes your iSTAR user manual. If you have additional questions, please contact 
Archway at 505 766 9721 or toll free 888 223 2665. 
 

 


