
AARC Instructions For Faculty 
 

                                Office of the Registrar 

                             09/16/08 

 

GENERAL AARC GUIDELINES  

 

1.  Click on AARC links or buttons only once, and wait for the next page to load. Double-clicks may be read as 

multiple submissions and the system will force you to start over.  

 

2.  After logging out of your AARC session, the internet browser window will either close out (Internet 

Explorer) or prompt you to close it (Mozilla FireFox). This is a security measure to prevent anyone on a public 

terminal from using the "Back" button to access your private information.  

  

3.  The best way to conduct a search for a course on AARC is to enter the following information: Term, Subject, 

Course Number, and Section. Entering both a Term and Date Ranges will confuse the system because the dates 

of a course may fall outside of the general Term. For example, if SW 402 begins on September 2nd, but the 

general term does not begin until September 4th, the system will not be able to find SW 402.  

 

4.  If you want to search for courses that meet on specific days and times, enter the Term, Subject and then day 

and time information.  

 

5.  In addition to viewing your class rosters, AARC has many functions, including entering grades, viewing 

student records, and emailing students in your class.  

 

6.  If you have any questions about using AARC, call the Office of the Registrar at 617-521-2111, or email 

aarcsupport@simmons.edu.  

 

7.  If you should ever forget your username and password, you must call the Simmons Help Desk at 617-521-

2222. You will need to have your Simmons ID number handy before you call, as they will need that information 

to assist you.  

 

8.  Please note: AARC is the only óreal-timeô indicator of your current class roster. eLearning can take up to 24 

hours to refresh from the time a change is made to the roster. 
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HOW TO LOG ONTO AARC  

 
1. The "Log In" tab is located in the upper right-hand side of the AARC home page at 

https://aarc.simmons.edu.   

 

          
 
2. Log onto AARC using your Simmons email username and password. Usernames and passwords are case-

sensitive.  

 

If your username or password does not appear to be working, you will need to call the Simmons Help Desk 

at 617-521-2222. Please have your Simmons ID number handy, as the Help Desk will require this 

information in order to assist you. 

 

3. After entering your username and password, click the ñSubmitò button.  

                                               

4. After clicking ñSubmit,ò you will be brought to the Main Menu. You are now logged into AARC.        

 

  

    
 

5. At the Main Menu, you may click "Change Password" if you wish to do so. You will have to log in again, as 

this link brings you to the Simmons preferences page. Select "Change User Password" on the following 

screen and follow the directions. Click "Log out" in the left menu when finished. 
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ADVISING IN AARC  
 

1. There are two advising tools available to you in AARC: "My Advisees" and "Advisees." 

 

                                
 

2. The "My Advisees" screen will allow you to view and interact with individual records of your advisees.   

You may look at the studentôs transcripts and schedules. 

 

3. The "Advisees" screen will give you a complete list of all your advisees of record, and features a link to 

allow you to email all your advisees at once with a single email. 
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CLASS ROSTER 
 

1. Select the Term from the drop-down menu and press the "Submit" button.   

 

                       
 

2. You will then be provided with a list of courses you are teaching for the selected Term.   Check the box 

next to the Roster you wish to view, and press the "Submit" button at the bottom of the page. 

 

                     
 

3. You will now be able to view the roster for the selected course.   You may view Student Profiles from 

your Rosters by checking the box for the appropriate student to the right. 

 

Note: You may only view one Student Profile at a time.   If you use the Back button to return to the Roster 

after viewing a Student Profile, you must de-select the student previously viewed before making and 

submitting your new selection. 
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GRADING  
 

1.  Select the Term you wish to grade from the drop-down arrow and press the "Submit" button.   

               
 

 

2. AARC will now display a list of courses you are instructing.   Select ñFinalò to enter grades.  Check the 

box for the course and press the "Submit" button. 
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3. AARC will now display the appropriate class list with fields within which to enter the studentsô grades.     

 
 

IMPORTANT  GRADING TIPS  

 

1. AARC will lock you out of the system after 15 minutes of inactivity, so it is best to have your grades 

ready for input and to do so immediately upon accessing the grading page for an individual class. Some 

instructors choose to enter 10 or so grades at a time, then click submit to ensure that the grades are 

entered quickly. 

 

2. As long as grading is open for a semester on AARC, you may always go back and change a grade.  

 

3. If you want to confirm that your grades were saved, simply go back to the grading page for that course 

once you have submitted the grades.   If there are grades in the fields, your grades went through.   If the 

grading fields are still blank, they did not.   There is no need to call the Registrarôs Office to verify 

your grades on the system if you have gone back and verified them in this fashion. 
 

4.  All students on your roster must have a grade entered at the end of the semester.   If a student has not 

been attending your class but is still on your roster, you must submit a grade of "F" for the student.   The 

Registrar's Office contacts students who are appearing on rosters but not attending classes with 

instructions on how to drop said classes early in the semester.   If they do not drop the course, they must 

receive a grade for the course. 
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AARC AUTOMATED WAITLIST SYSTEM  

 

NOTE:  The Graduate School of Management uses its own internally-governed waitlist system. Thus, the 

following directions do not apply to SOM courses.  

 

Through AARC students can monitor their waitlisted status online, receive automated emails from AARC when 

space is available for them in a course that they are waitlisted for, and register themselves for waitlisted classes 

when space is available. 

 

Permission to register from the waitlist does have a time limit. The email a student receives will indicate the 

deadline for registering for the course.  If the student does not register for the course by the deadline 

indicated, then they are removed from the waitlist and the next student on the waitlist will be contacted 

and offered the space in the course. This process continues until the opening in the course is filled or until all 

students on the waitlist have been contacted.  

 

**Managing our waitlists automatically allows students to be instantly notified when a space is open in a class, 

assures fairness in the order in which open spaces are offered to students, and allows our faculty to have the 

most accurate gauge of who is on their roster(s) by providing quick registration from waitlists. 

 

It is very important that Simmons students pay close attention to their Simmons email account. For security 

reasons, this is the only email address to which AARC will send waitlist emails. It is the studentôs responsibility 

to respond to the opportunity to register off a waitlist. 

 

NOTE: Typically, all waitlists are deleted on or just before the first day of the term. After this time, it is a 

studentôs responsibility to contact the instructor to receive consent to enroll in a closed or waitlisted 

course. 

 

 

 

 

 

 

 

 


