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Class Rosters
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Class Rosters are available from faculty self-service as soon as students start enrolling class section. From the class roster you can:
· Download your roster to Excel

· Retrieve a printer friendly version of your roster

· Email a single student

· Email selected students or your entire class roster


Directions to navigate to your Faculty Center:
http://www.csusm.edu/cms/teams/stu_info/FacultyDocumentation/Faculty-NavToFacultyCenter.htm 
	[image: image2.png]f fculty center acvisement | isss search [ facury searen

Faculty Self-Service

Fall 2009 | Cal State San Marcos change term

Clickable icons for each section

Weelly Schedule

Only classes with enroliment Oy

fif Class Roster 5] Grade Roster

BPhing Management 5,

My Teaching Sche- _ - Fall 2009 > Cal State San Marcos

Class Name.

Enrolled Days and Time Class Dates

Room.

PRIN OF 45 TuTh2:30PM-3:45PM  Academic Hall Aug 31, 2009-
MICROECONOMICS 108 Dec 13, 2009

(Lectura)
g coouo INT MICROECON 40 Acadamic Hall Aug 31, 2009-
Lecavios THEORY 1 (Lecture) 108 Dec 13, 2005
f g coous INT MICROECON 22 Acadamic Hall Aug 31, 2009-
Lecavior THEORY I (Lecture) 108 Dec 13, 2005





	1)
	Select the Faculty Self Service option from the Portal Menu

	2)
	[image: image3.bmp]Click the Class Roster Icon next to the desired class section.
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	1)
	View your class roster 

	2)
	Use the [image: image5.bmp] to download your roster to excel.

· Remember to allow popups for this page (in your web browser)

· In Firefox: Click the "OK" button on the popup window.  Then click it again, when it becomes available.  Save or Open in Excel as desired.
· In IE: Hold down the "Ctrl" key and click the "Download" icon; keep holding the Ctrl key till the popup window appears.  Save or Open in Excel as desired.

	3)
	Use the hyperlink of a name to email a single student.  For example, [image: image6.png]Smith, Courtney





	4) 
	Use the [image: image7.png]change



 button to view students in a status of dropped 
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	1)
	Use the [image: image9.png]


 button to print your roster from your internet browser.

	2) 
	Select the print icon from your internet browser.


	PeopleSoft provides you the ability to email selected students or all listed students on your class roster.
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	1)
	Select the students you want to email

	2)
	Select the [image: image11.png]NOTIFY SELECTED STUDENTS



 button
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	1)
	The [image: image13.png]NOTIFY SELECTED STUDENTS



 opens the email above. Notice all student emails are in the BCC area.

	2)
	Type your email message to your selected students.

	3)
	Use the optional spell check 

	4) 
	Select the [image: image14.png]


 button.

	5)
	You will see the result of your email message. [image: image15.png]Send Notification Result

E-mail sent to:
s@csusm.edu, @csusm.edu
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