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Staff
Job Aid

Class Roster (Staff)

You can view a Class Roster, as soon as students enroll in the class section. From the Class Roster,
you can email students and download a roster to Excel. The steps below will guide you through

working with a class roster.

1. Navigate to the Curriculum Management > Class Roster > Class Roster.

2. On the Find an Existing Value page, enter your search
criteria to retrieve the desired class and click

Find an Existing Value

Search Search Criteria

AcademicInstitution begins with
Term begins with
Subject Area begins with «
Catalog Nbr begins with

Class Mor = -
Class Section begins with

Bession = -
Course ID begins with

Course Offering Nbr = -

Search Clear

Basic Search @E Save Search Criteria

BKCWP
2088
PSYC

ppp

Select the desired class section from the Search Results

Search Results

View All

First ‘4’ 1100 of 126 '*/ Last
Academic Institution Term Subject Area Catalog Nbr Class Nbr Class Section Session Course ID Course Offering Nbr Description
BKCMP 2088 PSYC 100 80013 001 Regular 003256 1 Explorations in Psychology
BKCMP 2088 PSYC 100 80029 002 Regular 003256 1 Explorations in Psychology
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The Class Roster page appears. From this page, you can:

e Download the Class Roster to Excel
e Email a group of students
e Email an entire class
Class Roster
1 cMPs 3390 - 01 (32496}
Client, Serv. Internt & Dev Pr (Discussion)
Days and Times Room Instructor Dates
X . 01/22/2018 -
TuTh 5:30PM-6:46PM Science Il 240 Jason Forsythe 0er16/2010
“Enroliment Status:  Enrolled hd
Enrollment Capacity: 35 Enrolled: 2
Enrolled Students Personalize | Find | 2] E& First 4 b Last
Select ID Email Address Name HiE Session | units |Program - Rcouicnac)|Stapes Add Dt Grade Dt |NetID
- Basis Plan - Subplan |Level Note
UGRD -
Baccalaureate
- Computer
1 B 171 | jadams1776@csub.edu John Adams Graded |1 4.00 [ mPUtEL S | Senior 10/30/2017 jadams
- Information
Systems
UGRD -
Baccalaureate
2l B 947 | hstuman@csub.edu Harry S. Truman Graded |1 4.00 'Sgl“;’:é’:‘fés Senior 10/30/2017 hstruman
- Information
Systems
Select All Clear All
Email Selected Students Email All Students Email Client
list selected students emails | list all students emails | ® 0365 Outlock
[o+ Return to Search | |+ | Previous in List Next in List - Alternate
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Download Class Roster to Excel

1. Inthe Enrolled Students section, click the I.d—ij button to download the Class Roster to Excel.

Enrolled Students Personalize | Find | 2 (EH)  First ¢ ' Last
Select |ID Email Address Name Grade | goqgion|units [FTO9rAM - |Academic |Stas ,4qp  |gradeDt  [NetiD
" Basis Plan - Subplan |Level  |Note
UGRD -
Baccalaureate
- Computer )
1| B 171 jadams1776@csubedu | John Adams Graded |1 4,00 [SOMPUE | Senior 103012017 jadams
- Information
Systems

On the File Download page,

e Select Open with.
e Click OK

Make sure your pop-up blockers are disabled.

The class roster will open in Excel.

Opening psads

You have chosen to open:

& psads

from: hitps://¢s85513.cms.calstate.edu

‘What should Firefox do with this file?

which is: Microsoft Excel 97-2003 Worksheet

@ Qpen with! | Microsoft Excel (default)

© SaveFile

[] Do this automatically for files like this frem now on.

ps.xis [Read-Only] - Excel

Formulas  Data  Review  View

&D X Calibri 0 A A General - E) Conditional Formatting E"]nsen AEPORE-L 2
. By - $ % o [ FormatasTable~ FrDelete ~ [§]r O
aste 1 “A- =
e ¢ BIU-[EH-[S-A i) [2% Cali Styles~ B4 Format -
Clipboard Fant E Alignment 5 Number & styles celis Editing A
D9 < fe e
B c D E F 6 1 J B
1. D Email Address Name Program - Plan - Subplan Academic Level Status Note|
UGRD - Baccalaureate - Computer Science|
2| 704171)jadamsi776@ @csub.ediionn Adams craged 1] 4-8s- information Systems senior 2 g
UGRD - Baczalaureste - Computer Science
3 | 1155867 nstuman@@csub.edu  |Harry s. Truman Graged 1] 485~ Information systems senior 1
1
g
ps @ 1 y

Email a Student

1.

In the Enrolled Section,
click the name of the
student you want to email.

Enrolled

Seisct

Students.

0

emai Address

ind [T R Fisl @ 1350035 @ Last

A 0e

n fuetin

000704171 [sabar

oy |Alvarads Je Sergio —e__

L[ LR

Click Student's Nam;ﬁ

10302017 aharados

001155347 [nateon

Aton, ygs! Camislls

e Enter your Subject

e Type your Message text

e Add an Attachment if desired, and

e Click Send.

If you need assistance configuring your default mail
client, please contact the Help Desk at (661) 654-2307.

Depending on your web browser configuration, your
default mail client will open with the student’s email
address in the To field. To complete the email:

Rasic_Mames In
M Click Send, after
Clipboard completing the email

jadams 1776 @csub.edu

5 Untitled -Mess.. & = O
Options  FormatText Review © Tellme..
oll[r] [l [o]
de Tags Attach  Upload
= from Box and Attach

Box

Test Results|

To.
=7
Ce..
Send
Subject
John:
Great job!

George Washington
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Email a Group of Students

1. Inthe Enrolled Section,

Enrolled
Check the box to include the student’s email address
Notify | P sion

Find | View

Academic | St

- Level N

Program - Plan - Subplan

1 g’{ 171

UGRD - Baccalaureate -

. » jadams1776@csub edu John Adams 1 4.00 |Computer Science - BS - Senior
e Click the checkbox beside Imomation Systems
UGRD - Baccalaureate -
each Student you wa nt to 2| @ B 947 | hstruman@csub.edu Harry S. Truman |4 4.00|Computer Science - BS - Senior

Information Systems

email Select All - Clear All 2
Click Email Selected Students

list selected students emails |

list all students emails

Email Client
Email All Students

O Atterna

| ® 0365 Outlook

Printer Friendly Version

te

W‘ MH\*%"

Depending on your web browser configuration, your
default mail client will open with the student’s email
address in the To field. To complete the email:

e Enter your Subject
o Type your Message text
e Add an Attachment if desired, and

e Click Send.

If you need assistance configuring your default mail
client, please contact the Help Desk at (661) 654-2307.

.n.D A
Paste Basic N
- Text~

Clipboard &
To..
e
Bec..
Subject

George W.

Group assignments take place tomorrow e

S CMPS3390 -Sel. @ - a
Insert  Options  FormatText  Review @ Tellme..
B b r (@ |el
ames Include Tags  Attach  Upload
- - - from Box and Attach
Box ~

George \"iash\ngtﬂ”

jadams 1776 @csub.edu; hstruman@csub.edu

CMPS3390 - Selected Students Nutlflcat\og

Email All Students

| k :
1. Toemail an entire class, clic F——— p——
. | Acads St
Email All Students y Email Name. Session | Units | Program - Plan - Subplan L:ﬁf""“ ol
UGRD - Baccalaureate -
1| @ |E 171 | jsdams1776@csub edu John Adams 1 4.00|Computer Stience - BS - Senior
Systems
) UGRD - Baccalaureate -
2| & B 947 | hstruman@csub.edu Harry §. Truman |4 4.00|Gomputer Science - BS - Senior
Systems
SelectAl - Ciear Al Printer Friendly Version
Email Client
Email Selected Students Email All Students —
list selected students emails_| it all students emails 1| | 2 0365 Outiook
O atternate

Depending on your web browser configuration, your
default mail client will open with the student email
addresses in the BCC field. To complete the email:

Enter a name in the To box, such as your own name
Change the Subject

Type your Message text

Add an Attachment if desired, and

Click Send.

If you need assistance configuring your default mail
client, please contact the Help Desk at (661) 654-2307.

Paste Basic
- Text =

Clipboard

Subject

Group assignmen

George W,

s CMPS3390-Sel. - o
Inset  Options  FormatTest Review @ Tellme..
B0~ & |al
Names Include Tags  Attach  Upload

from Box and Attach
Box ~

George. Washir\gtﬂp

jadams 1776 @csub. edu; hstruman@csub.edy

CMPS3390 - Selected Students Nutm(atmg

its take place tomorrow e
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