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Class Schedule and Rosters

This guide outlines the process for faculty to review their class schedule and rosters inmyCSUSTAN
Faculty Center for Fall 2008 and beyond.

Class Rosters are available from the faculty center as soon as students start enrolling in classes.
From the class roster you can:

¢ Download your roster to Excel
e Print the roster
¢ Send Email to one student, multiple students, or to all students on the roster

Class Schedule

( faculty center advisement || class search

Faculty Center

e Teaching scheduled is displayed
in a grid format.

2008 Fall | CSU Stanislaus change term I
e You can change the term by
clicking on the change term

button

e Class details can be seen by
clicking on the individual class

My Teaching Schedule > 2008 Fall > CSU Stanislaus

- Class Name Enrolled | Days and Tima Room Class Datas ! -
A peve 2000-004 ) Experimental 25 Mo 4:00FM - 6:55FM TBA Sep 4, 2008- link for each class title
SNS 22005 Methoes & Design Dec 5, 2008
(Discussion) .
& C3000-007  Experimentzl 25 We 4:00PM - §55PM TeA Sep 4, 2008- ° Class roster can be viewed by
B 42008 Methods & Des Dec 9, 2008 H H
Hbomany e = clicking on the class roster

icon that appears either on the
left or right side in the grid by

~ My Favorite Websites

EDIT MY FAVORITE WEBSITES | ea.Ch Cla.SS
r faculty center advisement || class search
Faculty Center
View My Weekly Schedule
Show Week of E“ Mg rt Time W End Time 'm REFRESH CALENDAR
Week of 9/8/2008 - 9/14/2008 ° To view your schedule in a
o ey e id e il Seeis renia’ ey Klv fi t click the Vi
e weekly format, click on the View
51004 My Weekly Schedule (as
10:00AM . . . .
L 1:00AM indicated above) and this is the
T format that will be displayed
2:00PM
e You can change the view criteria
4007 | 4 oo - aizsm P by using Previous Week and
[ Pevcsom oot Next Week buttons as well as
i 4:00PM - 6:55PM 4:00PM - 6:55PM

siaoew | Petcave oo Pt o change the weekly calendar
date and/or time

[¥] show AM/PM [¥] Monday [ Thursday

[ Show Instructor Role  [¥] Tuesday [#] Friday [#] sunday SEFRED HLEELE

[J show Class Title

RETURN
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Change term

Faculty Center
Class Schedule and Rosters

B Facuity Contor - Microsalt Internet Explorer

NOTE: Always check the term to ensure you're
viewing information for the right term. To change
the term, click on the Change Term button and

ity et

Faculty Center

vaement | cng seach | bty seach

Select Term

select the desired term.

T ...

() taculty contar

Faculty } Faculty Center

Fall 70081 2008 Sur

b Rbconcs and Envclimast
b PeopleToots
]

When you click on Change Term, the above
screen is displayed. Select the desired term
and click on Continue. The data will be
refreshed with the selected term.

>

e Example of how to change term

Class Roster

Class Roster

Loy - MATH 145 -

Tama E00EM 3 BOP
Locat WLIR,_ Eagos STs

makify | T0 Mama

| A LESe BN

.'Ii TLEOOO00E L

Pre-Caloulus 11

B Class Roster Informabion

e BLATT 1as Ak
Tk Pra-Cakgulige 11 Fall ZT000
Class Murmber {04
Class Section O3 Carssr Undeigreduate
3T i e Lacture
Ehary Hom Wed Fr I o trwtine

L! | ;swu'.-::-:;s pitt, Brad . ‘M:huﬂ!nl'

| Pitt, Junior | |

2 [0 [skeaboozs Geuded | 2L00 Zophamare
Pitt, Angie Graded | 00 . Erashman

TS Ssmacber Univerpiby

Bagelsr Appdem= Banso~

Click_on Excel icon to download
Click on View All for large roster

Bwrningion Ry mb-gey

LY L =¥ al 30 Leel

A gder=
L

e The class roster will display
details for the selected class.
You can change the Enrollment
Status to view students in the
different categories such as
show All, show only enrolled,

or waiting.

e You can download the class
roster automatically to Excel by

clicking on the Excel grid icon

You can select one or multiple
students to send email by
selecting the student(s) and
clicking on the NOTIFY
SELECTED STUDENTS or
NOTIFY LISTED STDUDENTS
(this option will send to any
student on the screen who has a
link with their name which means
there is an email address present
in the system for the student(s)

e You can view and print the class
roster by clicking on the
PRINTER FRIENDLY VERSION

NOTE: In this example, there are 3
students in this roster and all 3 are
displayed, but if the class roster was
very large, you will need to click on
View All to see all students
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Students on Waitlist

Faculty Center
Class Schedule and Rosters

tnstruciee  JBMES Bond

oSy ———raa

Mza Wed P L]
ek (B oo OZ3A
D)

Wy Faortes This view shows
‘Se S students who
¥ ;E L Cuntommize | Find | iew &0 ] & First hm been
i Banalls RN
b Laaing and waitlisted and

Dvtlzgmenl the student’s
i Adisemant o| O [sesossesd] savy P pcsiticn on the
-Fao Cenler - waitlist

s SechBowse 3| O |ooooons| Lmr®s  fwasser 1)
mlu, ;'MEW 5 i".e:o:\s;: Ange PRI ‘E:r-u}::p'
PeopiaTuats i
WP ik

Select individual or multiple
students and send email

To view students on waitlist,
select either All or Waiting from
the Enrollment Status drop
down and click on change

If a student is on a waitlist, you
will see the text Waitlist and a

number next to it representing

position on the waitlist.

Download class roster to Excel

When you select the Excel download, the following page will be displayed. You can open or save the file,
if you save, you can enter the file name and select a location for the file,

D e weant 16 open or save this file?
Lﬂ Mame: ps.ds
J Tipe: Mcrosaft Excel Weorkshwat, 511 bytes

From; cmgcey 7 caliateady
(o) o) o)
] ey s nefove cpering tha e of fe

Wil e from the riemet cans be usslul, some fles can poberiialy
e your computir. | you do not trust the soure, da rat apen o
save th e, Wb’y the igk?

Example of class roster download

[5 1 E FE G
[Hotify| Nam Grada Program - Plan - Subplan Acadamic Laval
Undeigraduate Degres - Political Science
[ Mouss Vicki 3RO CRNG 4|BA Fraghman

When you click on the Excel
download icon, you will receive a
prompt to open or save the file.
Once you make your selection an
example of what the download
looks is provided here.
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Class Roster — Printer Friendly Version

& CSUSTAN

Faculty Center

Class Schedule and Rosters

CSU Semester University

Class Roster
Fall 2008 Regular Academic Session

MATH 145 Pre-Calculus I1
Section 03 #1004 Lecture

Wiareas ' Dy Lot I e PUCE oGP
ZrDDPE T 300 Mz Wad Fri AMUR Rz 0234

SIMTES (Dl

Totsd [Enrclisd Students 3
R meail Capandy =
W aithted Bludents Y

o rn— Crade |Lias |Progress - Plan - Sehgdsn Mg
Undergraduate Gegres -
vjsmooooo Lo fradwal 300 |Dodeniedusts G Seshomars
= smoooooz|  Pitt, Junior pracdud| 3.00 | Sndemteduate Dagres - Sophomaors
! . Und dusbs Dagres «
2 Tusoooos|  Pitt, Angie rarghed | 3. 040 _: :'::I‘w“;. -3 [

This is an example of a Printer
Eriendly Version for the Class
Roster

To print the roster, either user
your Print option from your
Internet Browser or right-click
your mouse anywhere on the
displayed screen of the roster

and select print
Students are grouped by

enrollment status: Enrolled,
Waitlist, etc.

Email students

Class Roster T wimw FER O Stare e

Lo - MATH 145 - Pre-Caleulus I1

i MATH L4 CSU Ssmacter University
Mk Pra- bl 11 Fall 2008
Class Mursbar {004 Fagulss Aipdurmer Basiian
Clans Saction 03 Carasr Undergreduate

EE— Lacture
Chay Mo Wed Fri Issirwainr  Friss,Deniss Bliasbsth
Tartem T e R AT XY
Lot HUR Boaen S21&

L rrolrenE Sabas Enrailgs bt | changs

Tatal Studesis ¥ Fomrall Capacity a2 Sernuaann My mb-gry

Inrolied Sludents Contamins | Find | wiss all | B Fhent

S R
3 Undergenduste Dapres - 1
Pitt, Brad |n"""'"l | 200y s eh - Fsucation 05 Baphaonm
Pitt, Junior |.;,,._‘=_= | 200 Underanduss Degres - ——
Pitt, Angie |.,-..,,=,..=. | 1Loa i:’:.ﬁ.::"p':' Ewgraw - B i
moniFr SELECTED STucan | NOTVFY LISTED STUCENTE | PRINTER FRIEMDLY VERSsON

To send email, you can select
one student or multiple students
by clicking on the Notify box next
to the student’s name and then
click on Notify Selected Students.

If you wish to send email to all
students on the roster, just click
on Notify Listed Students.
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Email students (cont’d)

Faculty Center

Class Schedule and Rosters

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.
Notification from Jeffrey Topping

From: jbond@custan.edu

To:

CC: ‘

bpitt@csustan.edu

BCC:

Spell
check

Assignment update
Subject: 9 P

Message Text:

Example of email text

SEND NOTIFICATION

Your email address will appear
as the From and To so that you
have a copy of email sent.

The selected students’ names
will appear in the BCC.

You can update the Subject
and enter your Message Text.

You can click on Spell check if
you wish

Once completed, click on Send
Notification

Note: Don’t forget to Sign Out from the system
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