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View Class Roster 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
Class Roster link. 

 
2.  To select a roster: 

A. Select the term in the 
drop-down menu  
 

B. Click the SUBMIT 
button. 

 

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

next to your class 
section. 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 
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 be 
displayed at the bottom of 
the same roster page with 
a status of Wait.  The 
order they appear is the 
order they were added to 
the waitlist.  In the 
example to the right, there 
are two waitlisted 
students. 

 
• If no students are 

waitlisted then no students 
will appear on your roster 
with a status of Wait. 

 

Option 1 
Email the roster to yourself 
by: 

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

B. Click the SUBMIT 
button. 
 
  

C. An email will be sent 
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 
on the next page. 
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STEPS SCREENSHOT 
Option 1, continued 
 
For Excel 2007, copy and 
paste the roster from your 
email by: 

1. Opening Excel (this 
step must be done 
first).  

2. In the email, select the 
content and copy it.  

3. In Excel do a paste. 
4. In Excel select the 

portion under line 
three (e.g. A4-G9)  

5. Now click the Format 
button (Home tab) and 
select the AutoFit 
Column Width menu 
item. 

 

 

Option 1, continued 
 
For Excel 2003, copy and 
paste the roster from your 
email by: 

1. Opening Excel (this 
step must be done 
first).  

2. In the email, select the 
content and copy it.  

3. In Excel do a paste. 
4. In Excel select the 

portion under line 
three (e.g. A4-G9) 

5. In Excel click on 
Format menu and 
select AutoFormat. 

6. Now click the OK 
button in the 
AutoFormat Dialog. 
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STEPS SCREENSHOT 
Option2 
View student contact 
information by: 

A. Clicking the Student 
Profile check box for a 
particular student  
 

B. Clicking the SUBMIT 
button. 

 
C.  View student contact 

information. 
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View My Teaching Class Schedule 
 

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

 
2.  To select a roster: 

A. Select the term in the 
drop-down menu  
 

B. Click the SUBMIT 
button. 

 
3.  Now you can view your 
class schedule. 
 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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View Student Contact Information 
 

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

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

 
3.  View student contact 
information. 
 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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Submit Grades 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“Grading” link. 

 
2.  To select a term: 

A. Select the term in the 
drop-down menu  
 

 
 
 

B. Click the SUBMIT 
button. 

 
3.  To select a class section: 

A. Click the radio button 
next to your class 
section. 
 
 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 
1. In the Final Grading screen:  

A. Enter a grade for each 
respective student in the 
Grade column fields. 
 
A - Excellent 
B - Good 
C - Satisfactory 
D – Less Than 
Satisfactory 
F - Fail 
P - Pass 
NP – No Pass 
I – Incomplete (see 
notes on next page) 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 
2. After submitting the 

grades, the Grading 
Confirmation screen will 
display your final grades. 

 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this grade 
confirmation for your 
records. 

 

 
NOTE:  For Incomplete 
grades, the system will 
automatically enter a one year 
expiration date upon 
submission.   
 
After the expiration date the 
Incomplete will turn to a Fail 
grade. 
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Dropping a Student 
 

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

 
2.  To select a term: 

A. Select the term in the 
drop-down menu. 
 

 
 
 

B. Click the SUBMIT 
button. 

 
3.  To select a class section: 

A. Click the radio button 
next to your class 
section. 
 
 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 
4. In the Faculty Student 

Drop screen: 
A. Click the check 

boxes in the Drop 
column next to 
each respective 
student you want 
to drop from the 
class. 
 
 

B. Click the SUBMIT 
button. 

 
5. After submitting the 

drops, the Student Drop 
Confirmation screen will 
display your dropped 
students. 

 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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Copying Class Roster onto Excel Manually 
� Useful method for getting class roster into MS Excel 2007. 

 
STEPS SCREENSHOT 

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 rows. 
 
The area should now be 
highlighted in blue. 

 
2.  Right-click on the 
highlighted area and select 
copy. 
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STEPS SCREENSHOT 
3.  Open Excel and paste the 
copied data into the first cell. 

 
4.  Click the Clear button and 
select Clear Formats. 

 
5.  Click the Format button 
and select AutoFit Column 
Width. 
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STEPS SCREENSHOT 
6.  Click the Sort & Filter 
button and select Custom 
Sort. 

 
7. In the Sort dialog box, 

select: 
A. Student in the Sort by 
drop-down menu. 
 
B. Smallest to Largest in 
the Order drop-down 
menu. 

 
8.  Format roster as required 
by deleting unnecessary rows. 
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STEPS SCREENSHOT 
Optionally, you can remove 
those pesky check boxes by: 

A. Going to the Excel 
ribbon and clicking on the 
Excel options button. 
 
 

 
B. Click the check box 
next to the Show 
Developer tab in the 
Ribbon option. 
 
C. Click the OK button. 
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STEPS SCREENSHOT 
D. Click the check box 
next to the Show 
Developer tab in the 
Ribbon option. 
 
E. Click the OK button. 

F. Click on the new 
Developer tab 

 to activate 
it. 
 
G. Click on the Design 
Mode button. 
 
Notice that the some 
spreadsheet values 
changed to fields. 

 

H. Click on the check box 
to highlight it. 
 
I. Press the delete key on 
the keyboard. 
 
J. Repeat Steps F to G as 
necessary.   
 
K.  Click on the Design 
Mode button to deactivate. 

 

 


