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NOTE: You may not have access to all menus listed in this training document. Use this document for
guidance for the menus that apply to your access.



View Class Roster

1. From the Faculty
Information menu, click the

| Faculty Information

Class Roster link.

l Zlass Roster

Grading

Search for Secticns
My Class Schedule
Student profile
Faculty Student Drop

2. To select a roster:
A. Select the term in the
drop-down menu

B. Click the SUBMIT
button.

Select a Ter

Class Roster

W

or Enter a Date Rajpymemmrrrrs k

[ |  suBMIT | ]
3. To select a class section:| class Roster
A. Click the radio button
next to your class
Choose One Course Name and Title Term Bldg Room Meeting Times Days of Week

section. \

&

s

BA 016 20789 Computer Office Modules  20095P 1A

A-203

09:00AM - 12:10PM  TTH

B. Click the SUBMIT
button.

SUBMIT




4. The roster for the class
section selected will be
displayed.

NOTE:

» A status of Add or New
means the student is
registered for the class.

» Waitlisted students will bg

displayed at the bottom o
the same roster page Vet
a status of Wait. The
order they appear is the
order they were added to
the waitlist. In the
example to the right, ther
are two waitlisted
students.

Status

Wait

If no students are
waitlisted then no student
will appear on your roster|
with a status of Wait.

Class Roster

Course Name and Title Section Meeting Information

BA-016-20789 Computer Office Modules  02/24/2009-06/07/2009 Laboratory/Studie/Activity Tuesday, Thursday 09:00AM - 12:10PM, A - Cesar Chavez Bldg, Room A-203

Instructors

Robert Manson

-

E-mail a copy of this roster to me.

Student D E-mail Address Telephone Course Name Status Units Student Profile

Ball, Chuck 1641037 test@gmail.com DAY 714-628-7984 BA-016 Add 1.00
r Le, Vincent H. 1376140 HOME 547-1706 BA-016 Add 1.50
Pack, Brittany 1641065  birtp@yahoo.com Wait r
Ball, Chuck 1641037  test@gmal.c Wait r

Security Access Messages

Mone

SUBMIT

1%

Option 1

Email the roster to yourself

by:

A. Clicking the check bo
next to “E-mail a copy
of this roster to me.”

—

Click the SUBMIT
button.

C. An email will be se
to your RSCCD email

account.

NOTE: You can copy and
paste the roster from your
email onto MS Excel 2003 or
2007 by following the steps

Student
Ball, Chuck

D E-mail Address Telephone
1641037 test@gmail.com DAY 714-628-7984 BA-016

Course Name Status Units Student Profile

Add 1.00 [

Le, Vincent H. 1376140 HOME 547-1706 BA-016 Add 1.50 r

ecurity Access Messages
Mol

=)

on the next page.




Option 1, continued

For Excel 2007, copy and
paste the roster from your
email by:

1.

Opening Excel (this
step must be done
first).

In the email, select the

content and copy it.
In Excel do a paste.
In Excel select the
portion under line
three (e.g. A4-G9)
Now click the Format/
button (Home tab) ang
select the AutoFit
Column Width menu
item.

T Autosum + &

JiC
-
i

/ Default Width...

1
@] Fill = Z
= Sort &
- < Clear~ Filter -
{ Cell Size
Row Height...

AutoFit Row Height
Calumn Width..,

AutoFit Column Width

A

Option 1, continued

For Excel 2003, copy and
paste the roster from your
email by:

1.

Opening Excel (this
step must be done
first).

In the email, select the

content and copy it.
In Excel do a paste.
In Excel select the
portion under line
three (e.g. A4-G9)
In Excel click on
Format menu and
select AutoFormat.
Now click the OK
button in the
AutoFormat Dialog.

AutoFormat x|
oK
Jan Felr Mar Total Jan Feb Mar Total -‘ﬂ | l
East T 7 & 19| |Fast 7T 7 5 (E] —
West & 4 7 A7||west| &8 & 7 17 ﬂ A0 |
Seuth 5 7 5 zallseutn| B2 7 8 % =— |
Total 21 1821 G0 |Toal| 21 18 21 Options...
Simple Classic 1

Jan Feb Mar Total

East
West & 4 7 17
South &
Totall 21 18 21

Classic 2

Jan Fr. Mar
7 & 19 -
. 7
T8 24 !
&0

Classic 3

h

Texeal

West
South

East & 7§ T3

]
2

Jan

Feb  Mar Total

East 8 78 7% 5
17 || west L] 4 7
24 |South il 7 g

5 18
17
24

Tolal

221

Todal 8 21 % 185 21

3 60

Accounting 2




Option2
View student contact
information by:
A. Clicking the Student
Profile check box for g
particular student ===

B. Clicking the SUBMIT
button.

Class Roster

Course Name and Title
BA-016-2078% Computer Office Modules

Instructors

Robert Manson

Student
Ball, Chuck

ID

1641037 test@gmail.com F

Le, Vincent H. 1376140 B

E-mail address Pass/NoPass

Course Name
BA-016

BA-016

Units Student Profile

curity Access Messages

Non

SUBMIT

C. View student contact
information.

Student Profile

Student I3 1641037 Preferred Name Chuck Ball
ereferred Address 1234 New address

Garden Grove, CA 52840

E-mail Address Type
testPgmail.com

Phone Number Extension Type
714-628-7084

Academic

e Degree

Academic Program
Education: Elementary Education GO AE

Advisor
Naone Specified

Advisor Type Phone b E i E-mail

Counselor
None Specfied

Counselor Type Phone Number Extension E-mail Address

Anticipated Completion Academic

Date Standing Major

Minor CCD Specialization

Edus: Elementary
Education




View My Teaching Class $chedule
| stePs |  SCREENSHOT |

1. From the Faculty
Information menu, click the | | Faculty Information |
“My Class Schedule” link.

Claszs Roster
Grading

o oo b
My Class Schedule
Student protile
Faculty Student Drop

2. To select a roster:
A. Selecttheterm inthe| Class Schedule
drop-down menu

B. Click the SUBMIT \
! \ Select A Term | V|

button.
or Enter a Cate Range

|  suBMIT |
3. Now you can view your | Class Schedule
class schedule.
NOTE Class Name and Title Days of Week Start Time End Time Bldg Room Start Date End Date
C| k th OK BA-016-20789 Computer Cffice Modules  TTH 09:00AM  12:10PM 1A A-203 02/24/09  06/07/09
. icking the
button will take you
back to the faculty
menu.

* You can use your
browser’s print button
to print this page for
your records.




View Student Contact Information
| steEps [ ~~~~ SCREENSHOT |

1. From the Faculty
Information menu, click the | | Faculty Information |
“Student profile” link.

Class Roster

Grading

Search for Sections
' Student profile
Uy ShOent orop

2. Enter the student’s ID or
SSN in the appropriate field
and click the SUBMIT button

Student profile

Enter the student's ID or Social Security/Saocial Identification Mumber.

Student 1D 1641037|

Social Security Number |

|  suBmIT

3. View student contact Student Profile
information.
NOTE' 3refer.'e;l add';c; f 1234 New Address
* Clicking the OK
H E-mail Address Type
button will take you ke
back to the faculty

menu_ Phone Number Extension Type
714-628-7984
* You can use your
browser’s print button| ,c.aemic seogrom mic ey ACooted Compltion Academic g, e b Soecatoaton
to print this page for | s seeey camen oo - .
oo Education

your records_ .............. " PSSP TUYTEYVTTI YOO TTITITOYY BT T T P VPSS T T e

Advisor Advisor Type Phone L i E-mail Add
None Specified

Counselor Counselor Type Phone Number Extension E-mail Address
None Specified




Submit Grades

1. From the Faculty
Information menu, click the | | Faculty Information |

“Grading” link. i
—— T ean foans
l Grading
Search for Sections
My Class Schedule
Student profile
Faculty Student Drop

2. To select aterm:
A. Select the term in the
drop-down menu

Welcome

B. Click the SUBMIT

button. Please note: GRADES ARE DUE 5 DAYS from vour FINAL CLASS MEETING.

Select a term to restrict yvour class list
Term | Summer 2009 V|

> l SUBMIT l

3. To select a class section:;| Grading
A. Click the radio button
next to your Class Final or Midterm/Intermediate Grading Final

SeCtIOI’] ] \ Choose One §Class Name and Title Start Date End Date Bldg Room Meeting Times Days of Week Loc Term
q& ECON-120-20388 Principles/Macro 06/22/09  07/29/09 1D C-209  06:00AM - 12;15PM MW SAC  20093U

/ —

B. Click the SUBMIT="]
button.




1. Inthe Final Grading screen: Final Gradin
A. Enter a grade for each 9
respective student in the
Grade column fields.

)
v

Class Mame ECOMN-120-20385

A - Excellent Title Principles/Macro

B - Good Lo Santa Ana College

C - Satisfactory Termn rrmer 2009

D . Less Than Instructor

Satisfactory Serg Rodriguez

F - Fall

P - Pass

NP — No Pass Student 1D Statud Grade Hgpire Date Units

| — Incomplete (see

Albert, Lori &. 1090577 N
notes on next page)

3.00

Bowen, Jennifer L, 1330170 M 3.00

Brooms, Sharon D, 1068760 N .00

B. Click the SUBMIT

Iﬂn

IC

ID
button. Chew, Wendy 1069277 N ||:_ 3,00
Dinh, Bay ¥. 1000003 M I— 3.00
Ignacio, Maoises 3. 1104021 N I— 3.00
Larn, Huong . 1529943 M |— 3.00
Medina, Elizabeth 1196391 M |— 3.00
Mendez, Yanessa 1218500 M |— 3.00
Marris, Kandace D. 1338623 N |— 3.00
Mguyen, Mhatrus K. 1069295 N |— 3.00
Pham, Tan D. 1776124 M |_ 3.00
Stone, Michael ©. 1025671 N |_ 3.00
Ta, Wan T. 1419559 N I— 3.00

e
| SUBMIT |




2. After submitting the . ) .
grades, the Grading Grading Confirmation Form
Confirmation screen will

display your final grades.
Class Mame ECOMN-1Z0-Z0333

NOTE: Title Principles/Macro
d Clicking the OK Location Santa Ana College
button will take you Termn Summer 2009
back to the faculty Instructor
menu.

Serg Rodriguez
* You can use your

browser’s print button
to print this grade

** “vour changes have been saved. Modified records are shown below **

. . Student ID Status Final Grade Expire Date Credits
confirmation for your _
records. albert, Lari &, 1090577 N A 3.00
Bowen, Jennifer L, 1330170 N C 3.00
Brooms, Sharon D, 1068760 N o} 3.00
Chew, Wendy 1069277 N F 3.00
0K
NOTE: For |ncomp|ete Class Name BA-016-20789
grades, the System will Title Computer Office Modules
automatically enter a one yeal ,,..cion Sk Ann Collags

expiration date upor\ e Sl 000
submission.

After the expiration date the
Incomplete will turn to a Fail

grade' Linda 1. Dussault

"® Your changes ha &r saved. Modified recards are shawn belaw **

Student 1D Status Final Grade | Expire Date [Credits
Ball, Chuck’' 1641037 A I 05/18/2010 1.00

10



Dropping a Student

1. From the Faculty
Information menu, click the
“Faculty Student Drop” link.

| Faculty Information

Class Roster
Grading

Search for Sections
My Class Schedule

Si dﬁﬂt EEEE :

Faculty Student Drop

2. To select aterm:
A. Select the term in the
drop-down menu.

S~

B. Click the SUBMIT
button.

Faculty Student Drop

equired

Select a Term*{ ESurmrmer 2009 Vl

>[|

SUBMIT | ]

3. To select a class section:
A. Click the radio button
next to your class

section.

Faculty Student Drop

Choose One Course Name and Title Term

: § ECOM 120 20388 Principles/Macro 200930
% ECOM 121 20393 Principles/Micro 200950
O ECOM 121 20395 Principles/Micra 200950

Blda
10
10
D

Room
D-209
D-209
D-209

Meeting Times

08:004M - 12:15PM
08:008M - 12:15PM
06:00PM - 10:15PM

Days of Week
AT
TTH
M

B. Click the SUBMIT

button.

11




4. In the Faculty Student
Drop screen:
A. Click the check
boxes in the Drop | Course Name and Title
COlumn next to ECON-121-20872 Principles/Micro
each respective =
student you want
to drop from the
CIaSS. Last date to drop as no show

Faculty Student Drop

Serg Rodriguez

0z2/28/2009
Last date to drop for excessive absence 05/31/2009

B Clle the SUBMIT Student D Access E-mail address Class Status Credifs Drop
' button albert, Lori A&, 1090577 lorialbert@yrnail.com Add 3.
. \ Bowen, Jennifer L. 1330170 JEMMIFER .BOWEN@YAHOO .COM  FR Add 3, 1
orns, Sharon D, 1068760 AMBITIONGOALEYAHOD, COM add 3, w[\}
H
5. After submitting the Student Drop Confirmation
drops, the Student Drop
Confirmation screen will
dlsplay your dropped Course Name and Title
students. ECON-121-20872 Principles/Micra
NOTE: Instructors
. ClleIng the OK Serg Rodriguez
button will take you
ba.Ck to the facu|ty Last date to drop as no show  02/20,/09
menu.
« You can use your Student 1D Access E-mail address Class Status Credits Action
f . albert, Lori A, 1090577 Dropped
browser S pnnt bUtton Brooms, Sharon O, 1063760 Dropped

to print this page for
your records.

Security Access Messages

Maone

OK

12



Copying Class Roster onto Excel Manually

> Useful method for getting class roster into M$ Excel 2007.

1. From the Class Roster
page (see page 5 for details)
highlight the roster by left
clicking on the mouse and
dragging to select all the row,
The area should noy be
highlighted in blue.

Class Roster

Course Name and Title Section Meeting Information

BA-016-20739 Academic Computer Office Modules  06/22/2009-08/13/2009 Laboratory Days to be Announced, Times to be AnnouncedSCC E Builc

Instructors

Stuart Davis

E-mail copy (check box and press SUBMIT) [

schmc iNew |
AYLORHICKS@GMAIL.COM MNew |
iNew |
Beckham, Virgil BECKS@GMAIL.COM =
gingerspice@GMAIL. COM hiew |
New | )

2. Right-click on the
highlighted area and select

copy.

Student

2
Hicks, Taylol
S T
Beckham, V

Select Al
Print...

Prink Preview, ..
ames, less|

i

1002693 @=chm

——ErEr " [

ALToalBar Search

13




) - Ay -
3. Open Excel and paste thg Fg) 27" =
. . . Home Insert Page Layout Formulas Data Review View Drevelo
copied data into the first cell.| _
Pl &t [ veretana ELE 1| A a7
4] 5 copy s
Pavste jF:lrmat Painter i RS G GRS '”\% i
Clipboard "!m Font Alignment
Al - fe | student
aelos L e L o J e J e J c L &
E-mail Stude
Stilde ID Addre Teep Status Units nt
nt hone
o Profil
&5 1 = & =
vl = o
£ 2 -
4 = =
=il 2 2 i
6 = =
7 3+ =
g | 3 3 # -
jRihl % =
i - 2
10 = E
11 4 # S
12 = =
13 E =
14| 5 E .
= # =
15 @ =
16 £ =
47| & # S —
E = &
19 + "
4. Click the Clear button and | x sutesum -

select Clear Formats.

@] Fill =

27 &

Sart & Find &
Fitter= Select=

2 Clear=

&2 | Clear &N
&2

Clear Comments

Clear Formats |
Clear Cantent% b

5. Click the Format button
and select AutoFit Column
Width.

| = Autosum - ﬁ
== || ] Fill -
Fnr‘mat 2 Clear~ E,?tr:r&-
Cell 5ize
$|: Row Height..,

AutoFit Row Height
Column Width...
| LutoFit Column Width
Drefault Widtl
Visibility
Hide & Unhide 13

14




6. Click the Sort & Filter
button and select Custom
Sort.

E AutoSum T
@] Fill ~
o2 Clear=

A
=12l

&l

Sart & | Find &
Filter = |Select =

Sort Smallestto Largest
Sort Largest to Smallest

% J

Custom Sort..

Filter

7. In the Sort dialog box,

Select_ [‘-’ilgdd Level H Xgelebe Level ” |53 Copy Level ]| (| # [ Options... I My data has headers
A. Student in the Sort by| | & = B
Sort by ‘Smdent s | ‘Values v ‘ |Sma\|esttn Largest PV
drop-down menu.
B. Smallest to Largest in
the Order drop-down
menu.
1 Do) WH9-¢- 88 gookz - Microsoft Excel
B e S
8' Format rOSter as reqUIred ~ Home | Inset  Pagelayout  Formulas Data  Review  View  Develaper
by deleting unnecessary rows, - b = PR I
23 Copy s
Poste g comatpaner ||| B £ 0 7| A== Euergeacenter~ || § - % o || 2| condiional rome
Clipboard i Font & Alignment 5 Humber I} Styles
| AL - @ £ | student
A 8 [ ¢ D £ T PR R
_1 |student ID E-mail Address Telephone Status Units ‘Student Profile
2] 1 Bayles, Deena K. 1669835 DEENAKB@PACBELL.NET DAY 714-357-5875 New ar
| 1 2 Del Francia, Kyle A. 1685268 kdelfrancia05@yahoo.com DAY 714-832-6496  Add o
4 3 Esquivel, Mark 1668778 markszhome@yhaoo.com DAY 714-633-7025 New a
50 4 Lanzo, Cynthia E. 1681349 gooddsammy@yahoo.com HOME 714-655-7307 New o
.6 | 5 Paynter, Taylir B. 1675426 cynthiapaynter@mail.com DAY 714-400-4348  Add 0
i 6 Romero, Stephan 1686599 STEPHANR 91@HOTMAIL.COM DAY 714-392-4777  New (1]
8| 7 stansfield, Lindsay C. 1682265 linhin9881@yahoo.com DAY 818-447-8268  Add ar
| & Tovar, Robert D. 1671682 TOVARS62@YAHOO.COM DAY 562-920-0060  Add 0
10
o
13|
i3

k

15




Optionally, you can remove
those pesky check boxes by:
A. Going to the Excel
ribbon and clicking on the

Excel options button.

- W
_j Recent Documents |
Hew | ||‘3
1 LIVE SIM WORKSHEET- FEBRUARY 2009-021909..,, 1= =
'3" e 2 DISTINCT_GLINK DATA CE_EXAM_TITLES.xls = H[ES
14 g
— 3 Copy of SCC_FAC_BEID_AND_WAID (2] xls =
| I 4 5CC CI Solutionssdsk = |=
Save
5 2009FA SCC Sections.xlisx = =
= 6 Summer Labs.xisx |
ﬂ Save As  »
7 Attendance Collection Lacationsuds E g
& Attendance Callection Lacations far O Solutio.,, = a3
Erint s 9 Aitendance Collection Location for CiSolution.., =
SAC Courses without CB.xls I=
o
E * OEC 20095UN Schedule.xlsy = 54
RSCCD Missing CB Numbers.xlsx =
|_ 2 send Programs without units.xsx {=1
1= 1353
| / Publish =
{=
i o Close sfer Codesixlsy =1 |#65
Excel Options | | X Exit Excel ||
4 5 Spice, Ginger % 1595599

B. Click the check box
next to the Show
Developer tab in the

Ribbon option. ™ =——__|

C. Click the OK button.

Excel Options

g
]

Farmulas

Proofing

Advanced
Customize
Add-Ins

Ry, Trust Center

Lﬁ Change the mast popular options in Excel.

Top options for working with Excel

Show Mini Toolbar on selection (&)
= : e

Show Developer tab in the Ribbon ()

i — .
Color scheme: Silver w
ScreenTip style: | Show feature descriptions in ScreenTips V’|

Create lists for use in sorts and fill sequences: Edit Custom Lists...

When creating new workbooks

Use this font: ‘Body Font v|
11 |w |
of hew sheets: | Mormal View v

Personalize your copy of Mi ft Office

User name: |rodriguez_sergio \ |

Choose the languages you want to use with osoft Office: Language Settings...

QK

Cancel

16




D. Click the check box
next to the Show

Excel Options

[ eoputer —

Developer tab in the

Ribbon option. ™ =—_|_

E. Click the OK button.

N

L& Change the mast popular options in Excel,

Farmulas
Proofing Top options for working with Excel
Show Mini Toolbar on selection (5
= L
Advanced ; ;
Show Developer tab in the Ribbon ()
Customize i Q- 2 —
Add-ns LColor scheme: Silver | »
Ny, Trust Center ScreenTip style: | Show feature descriptions in ScreenTips ~ |

Create lists for use in sorts and fill sequences: Edit Custom Lists...

When creating new workbooks

Use this font: ‘Body Font v|

11 |w |
or new sheets: | Normal View v |

Personalize your copy of Mi ft Office

User name: |rodriguez_sergio \ |

Choose the languages you want to use with osoft Office: Language Settings...

QK

Cancel

F. Click on the new
Developer tab

Developer .
to activate

it.

G. Click on the Desigr™”]
Mode button.

Notice that the some
spreadsheet values
changed to fields.

Formulas

Data Revie

5 Properties

& View Code

- ﬂ Bun Dialog
Controls

H. Click on the check box

to highlight it, =—— 529 0
D00

=

I. Press the delete key @
the keyboard.

J. Repeat Steps Fto G as
necessary.

K. Click on the Design
Mode button to deactivate.
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