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1.0 View and Print Class Roster 

1.1 View and Print Class Roster 
Navigation: Login to your Faculty Center > Faculty Center Tab 

Process Steps Screen Shot 

 
1. To view your roster 

click on the icon to the 
left of the class title. 

 
 
 
 
 
 
 
 
 
 
 
 
2. At the top of the roster 

you will find important 
information regarding 
the class including: 
• Course 
• Title 
• Class Number 
• Class Section 
• Component 
• Term 
• Career 
• Link to 

Permission/ 
Magic Numbers 

• Day/Time 
• Location 
• Instructor 
• Enrollment 

 
 
 
 
 

. 
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3. Your roster includes: 

• ID number 
• Name 
• Grade Basis 
• Units 
• Program-Plan 

(Major) 
• Academic Level 

 
 
 
 
 
 
 
 
 
 
Communication 

 
4. There are three ways 

you can communicate 
with your students 
from the Class Roster 
page 
 

5. Click on the student's 
name.  This will 
launch your default 
email client (Outlook). 
 

6. Check the students 
that you would like to 
notify and click "Notify 
Selected Students" 
This takes you to a 
web form where you 
can enter a message, 
right from the Faculty 
Center. 
 

7. The "Notify All 
Students" button 
allows you to send a 
message to all 
enrolled students. 

 
 

 
 
*The icon next to the view all link allows you to download your roster directly to 

Microsoft Excel 
 
 

 
 
 

 
 

 

 


	1.0 View and Print Class Roster
	1.1 View and Print Class Roster


