Curriculum Management

Use the Class Roster
m Step-By-Step Procedure

CONNECTING PEOPLE AND INFORMATION

Use the Class Roster

Important Information
e Who can access the class roster:

0 Viathe Faculty Business - Faculty Center, instructors are given access to the class roster of each
class they are assigned. Instructors can perform all class roster tasks except for assigning class
permissions.

0 Via M-Pathways, users with the SR CLASS ROSTER USER or SR INDEPENDENT STUDY
USER role can access and perform all class roster tasks.

o0 Via M-Pathways, users with the SR STUDENT RECORDS VIEWER or the SR CLASS
MAINTAINER role can access the class roster and perform all tasks except for sending e-mail and
assigning class permissions.

e The Class Roster allows users to modify the list of students that displays. Before printing, sending e-mails
from, or exporting the class roster, pay close attention to the selections made in the Class Roster Options
box.

This document is divided into 7 sections. When working with the Class Roster, always Define Class Roster View
Options first. This allows for more accurate results when performing other actions.

If you need to... Refer to page...
. Define Class Roster View Options 2
Il. Receive Updated Class Roster by E-mail 4
1. Print Class Roster 5
\VA Send E-mail from the Class Roster 6
V. View and Print the Photo Class Roster 8
VI. Download the Class Roster to Excel 11
VII. Assign Permissions to Waitlisted Students 12

Navigation for Operational Staff

Home > Curriculum Management > Class Roster > Class Roster
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M-Pathways

l. Define Class Roster View Options

Class Roster Page

Class Roster

Days and Times
TuTh 10:00AM-1

T View FERPA Stotement

Select the information you want to view on the Class Rester

Thizs section only

;I I” Include Combined sections

< InstructorProxy Infarmatiy(

[ Expand Student Data

*Enroliment Status [Enrolled -

Select the information you want to view on the Class Roster

This section only =l ¥ tnclude Combined sections

™ Expand Student Data

change

Enrollment Capacity

175 Enrolled

3

¥ Email a new class roster =l

When snrollment changes occur through
06/24/2010

Print Photo Roster

Select All

Clear All

notify selected students

notify all students

lNote: Photos are not available when selecting the 'All course section’ opticn.

d | 4 b
Comb
Campus __|catalog|Class  |class
Notify | Photo |1D e Name Subject Nbr Section|Nbr f:(ts
il & EQ 01234567 |PSTTES Pstrain, Tessa CHEM  [105 001 12441|0727
2l O EQ 12345678 |PSTHEY Pstrain, Kevin ENSCEN (105 001 25887 (0727
s| ™ [Ek |z3456789 |PSTuas | Pstrain eson cHem 105 |oo1 12441(0727

Erinter Friendly Version

Name

change I
Pstrain, Roger
Class Roster Options Email Options
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Curriculum Management
Use the Class Roster
Step-By-Step Procedure

1. Select Class Roster Options.

The Class Roster Options box allows you to
choose the class section(s) that display in
the class roster.

Valid Values include:

o All course sections — Displays all class
rosters for all sections for the course
selected.

e This section only — Class roster data
appears for only the class selected. This
is also the default value.

o All My Sections — This option is
available for faculty only. It allows them
view all the sections of a course that
they are assigned.

Notes:

¢ Photos are not available when selecting
the ‘All Course Section’ option.

e The Include Combined sections
checkbox will be turned-on for any class
that is cross-listed or is schedule to meet
with another section. You may choose to
turn off the checkbox if you wish to see
only one section of the combined class.

e The Expand Student Data checkbox
can be turned on to view additional
student data, such as:

o Units

o0 Program and Plan
0 Academic Level

0 Student Groups

o Enroll Date

Last updated: 06/18/2010
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Class Roster Page

Class Roster

T Viswrensa cestemant

= CHEM 105 - 001 (124 fWEEE-RLES Tl i E

Changing Atmes (Lecture) | Select the information you want to view on the Class Roster

Days and Times This section only
TuTh 10:00AM-11:30AM

7 1nclude Combined sactions

- Expand Student Data

/| *Enrollment Status IEnrolled hd change | 3

= \nstrumurthxylﬂfnrmatly Al

Name Permissicns

Naiti
Pstrain, Roder / Waiting

Email Options

Class Roster Options

Select the information you vant to view on the Clazs Roster W Email 2 new class roster ~
This section only =l ¥ Include Combined sections

When enrollment changes occur through
™ Expand Student Data 06/24/2010

*Enrollment Status [Enrolled - change

Enrollment Capacity 175  Enrolled E
Erint Phote Roster
AL 4 . >
Comb
Campus . |catalog|Class [Class
Notify | Phato | 1D = Name e |Section|nbe f::ts
| T [Er |o1234587 |psTTES | Patrain, Tessa cHEm 105 oot 2441|0727
Hi EQ 12345678 |PSTHEY Pstrain, Mevin ENSCEN (105 001 25887 (0727
3l ‘EQ 23456789 [PSTJAS  |Pstrain, Jason CHEM (105|001 12441(0727
Note: Photos are not available when selecting the "All course section’ opticn
Selectall  Clear all Printer Friendly Version
notify selected students notify all students
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Curriculum Management
Use the Class Roster
Step-By-Step Procedure

Select the Enrollment Status.

The Enrollment Status field allows you to
choose the enrollment status of the students
that display in the class roster.

Valid Values include

e All — All students associated with the
course by enrollment, waitlist, or
permissions.

e Enrolled — All enrolled students.

e Permissions — All students who have
been issued a class permission to enroll
but have not done so.

e Waiting — All students who are enrolled
on the waitlist.

Click to update the Class

Roster results.

Last updated: 06/18/2010
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Receive Updated Class Roster by E-mail
Class Roster Page

Class Roster

T View FERPA Stotement

¥ CHEM 105 - 001 (12441)

Changing Atmos (Lecture)

[¥ Email a new class roster j'

When enrollment changes o«
09/22/2008

Days and Times 1
TuTh 10:004M-11:304M

Daily
Weekly

< Instructer/Proxy Information

Email Options

Grade Roster
Access

Name Role

Y
Email A%ss

| mstr@umich. Ky

Pstrain. Roder [erim 1nstr [approve

Class Roster Options

Email Options

Select the information you want to view on the Class Roster ¥ Email a new class rostar lﬁ,

Thiz ssction only -~
¥ tnclude combined sections When snrollment changes occur through

™ Expand Student Data 06/24/2010

*Enroliment Status [Enrolled - change

Enrollment Capacity 175  Enrolled 3

Print Photo Roster

a| 4 g >
Comb
» Campus. __|catalog|Class  |class
Notify | Photo [ID e Name Subject| i Section|Nbr ?;cts
il & @? 01234567 |PSTTES Pstrain, Tessa CHEM  [105 001 12441|0727
2l O EQ 12345678 |PSTHEY Pstrain, Kevin ENSCEN (105 001 25887 (0727
sl ™ B (23456789 |PSTuas |pstrain, ason cHEM |105 |00t 12441|0727
Note: Photos are not available when selecting the 'All course section’ option
Select Al Clear All Erintsr Friendly Version

notify selected students notify all students
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Curriculum Management
Use the Class Roster
Step-By-Step Procedure

1. If you would like to receive a new class roster
via e-mail when there are enrollment
changes, turn on the E-mail a new class
roster checkbox, and then select Daily or
Weekly from the drop-down list.

Notes:

e You will receive notice of changes from
the first day class up to the drop/add
deadline.

e For combined sections, you must set this
option for each subject area or meet
together section.

Last updated: 06/18/2010
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1. Print the Class Roster

Class Roster Page

Class Roster

= CHEM 105 - 001 (12441)

Changing Atmos (Lecture)

T yiswreres statement

Days and Times Room Class Start/End Dates
TuTh 10:00AM-11:304M 1210 CHEM 09/07/2010 - 12/13/2010
= Instructor/Proxy Information
Name Role Grade Roster |g il address
Access
Pstrain, Rouer |erim 1nstr |2pprove | mst@umich edu

Class Roster Options Email Options

Select the information you want to view on the Clzss Roster

This section only -

[# Include Combined sections

[ Expand Student Data 06/24/2010
*Enroliment Status [Errolled =, i |

[¥ Email a new class roster =l

When enrellment changes eccur through

Note: Photos are not available when selecting the Al course section’ option

Select All Clear all

Erinter Friendly \

notify selected students | notify all students |

Enroliment Capacity 175 Enrolled k]
Brint Bhoto Roster
a | & 4 b

—n e | |

n D Name Sublect| e |Section|nbr ?::ts

1l 0 E:‘? 01234567 |PSTTES Pstrain, Tessa CHEM  |105 001 12441|0727

z| [0 @? 12345678 |PSTHEY Pstrain, Kevin ENSCEN |105 001 25887 (0727
3| [ |E:  |23256789 |PsTuas  |Pstrain, Jason cHEM |10s oot 12441|0727

-

Class Roster Printer Friendly Version Page

Class Roster

= CHEM 105 - 001 (12441)
Changing Atmos (Lecture)

Days and Times
TuTh 10:004M-11:30AM

Room
1210 CHEM

Class Start/End Dates

09/07/2010 - 12/13/2010

Instructor/Proxy Infarmation

Grade Roster
Access

Name

Role Name Class Roster Email To

Pstrain, Roter |prim tnstr [2pprove | rostigumich.edu

Enrollment Status  Enrolled Class Option  This section only

[T Class Roster Email

[T combined sections

—
Return

Enrollment Capacity 175 Enrolled 3
) ;:S"“"“‘ Name Units|Program and Plan Level Enroll Date :t"""t
roups
Pstrair, Tess Lit, Science & Arts UG Degree - s Bridga,
i|mzsaser |psties | 3.00| o s Sophomore [02/25/2010 | 215
Pstrain, Lit, Science & Arts UG Degree - _ roes
2f1z3asers  |psTuas [P0 3.00| Y diacinlinary Physice BS Freshman |05/06/2010
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Curriculum Management
Use the Class Roster
Step-By-Step Procedure

1. Select the Class Roster View Oitions. (see
page 2) and then click m to
update the Class Roster results.

2. Click Printer Friendly Version.

Note: Students from multiple sections will appear
on this page if All Sections, All My
Sections, and/or Combined Sections
options are selected.

3. Use your internet browsers print function to
Print the Class Roster (e.g., File > Print or
type CTRL+P).

4. Click Return to navigate back to the Class

Roster.

Last updated: 06/18/2010
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Use the Class Roster
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V. Send an E-mail via the Class Roster

Important Information

e M-Pathways automatically logs users off after 60 minutes of inactivity. Typing a message on the Class
Roster E-mail page is not considered system activity. If a message takes longer than 60 minutes to
compose, M-Pathways automatically logs you off and any text entered will be lost. If a message may
take longer than 60 minutes to complete, consider writing it in an application like Microsoft Word, then
copying and pasting the text into M-Pathways.

e The e-mail address for each student selected on the Class Roster page appears in the Bcc: (blind
carbon copy) portion of the message page. This ensures that students receiving the message do not
see any other recipient’s e-mail address.

e Users can send a message to additional e-mail addresses beyond those selected from the Class
Roster page by typing them in the Bcc: field. E-mail addresses must be separated by semicolons.

Class Roster Page

Class Roster 1. Select the Class Roster View Options. (see
all 2010 | Ragular Acaermic Ssssion | Universty of Michigan page 2) and then click to
< CHEM 105 - 001 (12441) update the Class Roster results.
Changing Atmos (Lecturs) . . .
R . e et/ End Dates 2. Determine which students you would like to
TuTh 10:00AM-11:30AM 1210 CHEM 09/07/2010 - 12/13/2010 notlfy
. a. E-mail Individual Students - Click on
 InstructoriProxy Infermation . .
Name ole el y— the student’'s name in the Name field.
Potrain, Roger [prim tnstr [roorove[rostiaumich e This option launches your systems
default e-mail provider.
Select the information you want to view on the Class Roster |— Email a new class roster
1 This z=ction only ¥ Include Combined sections When enrollment changes oc urthmugh OR
l_ Expand Student Data 06/24/2010
revreliment states [Evolles =] | change | b. E-mail selected students - Turn on the
corallment capacity 73 Eorolled 3 appropriate check boxes in the Notify
Erat Encto Roster field, and then click
d | 4 0 »
campus " |catatoglciase |case |Com® notify selected students I
Notify | Photo |[ID n Name A Subject Nbr Section|Nbr f;(ts .
I B2 01234567 |PSTTES  |Psirain, Tessa CHEM |105 oot 12441 |0727 OR
r E‘? 12345678 | PSTHEY Pstrain, Kevin ENSCEN 105 o001 25887|0727
r EQ 23456789 [PSTIAS Pstrain, Jagon CHEM |105 0ot 12441|0727 C. E-m a_|| a_” students Who appear on
Note: Photos are not available when selecting the "All course section’ option the selected Class Roster _ C“Ck
Seloctall  Clear Al Erinter Friendly Version notify all students I
notify selected students notify all students | c '
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Send Notification Page

Send Notification

Type e-mail addresses in the To, CC or BCC fields using @ comma as a separator.

Hotification from Pstrain34,Randy

From: spstrain@umich edu

Ta: spatrain@umich.ecu

CC: I

BCC:

student@umich edu; student@umich edu; studert@umich edu

Lo o] feel

[

Subject: |From the desk of Sharon Petrain

Message Text: |Insert Message Text Here =&
&

Add Attachments
1| Add| [=]
B )
SEND NOTIFICATION |
Fsturn to Class Roster H
7 of 13

6.

Curriculum Management
Use the Class Roster
Step-By-Step Procedure

Type the message in the Message Text
field.

Click ﬂlto add attachments.

Note: Multiple attachments can be added

and .

SEND NOTIFICATION |

or deleted by using

Click

Note: Message box displaying the text “Your

e-mail was sent’ appears after e-mail has
been sent.

Message box displaying text ‘Your e-mail
was not sent’ appears after an e-mail
attempted to be sent with an invalid
e-mail address.

Note: Instructors can send email via the class

roster up to thirty days after the course
end date.

Last updated: 06/18/2010
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V.

View and Print the Photo Class Roster

Important Information

Curriculum Management
Use the Class Roster
Step-By-Step Procedure

e A student can request to have his/her Mcard photo deleted from the database by filling out the
“Request for Deletion of Mcard Digitized Photograph Form” at http://www.mcard.umich.edu/forms.htm.

e For more information about the appropriate use of photos, see SPG 601.13 at

http://spg.umich.edu/pdf/601.13.pdf.

Class Roster Page

Class Roster

2 ViewFeroa Statement

= CHEM 105 - 001 (12441
Changing Atmos (Lecture)

Days and Times Room Class Start/End Dates
TuTh 10:004M-11:30AM 1210 CHEM 09/07/2010 - 12/13/2010

< Instructar/Praxy Information

Grade Roster

Name Role Email Address
Access

Ptrain, Roger [Brim Tnstr [azprove [rost@umich ecu

Class Roster Options Email Options.

Select the information you vant to view on the Class Roster 7 Email 2 new class roster

This secticn only k3
F 1nclude Combined sections When enrollment changes oc urthmugh

™ Expand Student Data 06/24/2010

*Enrollment Status IEnmllad - change

Enrollment Capacity 175  Enrolled 3

Print Photo Roster

Enrolled Students

Campus Catalog|Class |Class

Notify|Photo|ID e Name Subfect|ype  |section|Nbr

CHEM 12441|0727

i T Pstrain, Tessa
2 O

El ‘EQ 23456789 |PSTJAS Pstrain, Jason CHEM |105 001 12441|0727

PSTTES

01234567
12345678 | PSTHEY Pstrain, Hevin ENSCEN (105 001 258870727

Hote: Photos are not awailable when selecting the 'All course section” option

Select All - Clear All Printer Friendly Version

notify selected students | notify all students |

Print Photo Class Roster Page

Print Photo Class Roster

Return

Term: Fall 2010 B |

Class Nbr: 12441
Course: ey 105 Changing Atmos
Section: 001 Lecture

Additional student infermation can be displayed with the photos.
Selectup to four (4) options, then click the Run button.

¥ Name

T umip

[ Unigname

I” Units

™ Academic Level

r Primary Academic Program

Frinting the report with only names will produce 30 photos per page. Selecting two orthree
{2-3) options will produce a repaort with 20 photos per page (with a larger photo size).

Selecting four {4) options will produce a report with 24 photos per page.

8 of 13

1. Select the Class Roster View Oitions. (see
page 2) and then click m to
update the Class Roster results.

Note: The Photo Class Roster will return ONLY
those students you define to see in the
Class Roster View Options.

2. Click Print Photo Roster.

Note: You can view individual student photos

by clicking the photo icon E located to
the left of the student name.

3. Turn on the appropriate checkboxes for the
information you would like displayed.

Notes:

e The Name field is automatically
selected. You can select up to 3
additional fields.

e The number of options you choose to
display on the Photo Class Roster
determines how many pictures display
on a page and the size of those
pictures.

4. Click il.

Last updated: 06/18/2010
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M-Pathways

SQR Window — opens in new window

/= SQR Report - MSR04160 - Windows Internek Explorer

=lof x|

F—
'.-\_7".\-_)-." I@, http:,l',l’tody.dsc.umichj || X IGoogIe

woaf & S0R Report - MSRO4160 |

H @ < déh vleage - -@Tools -7

J

Queued
Process Name:  LISRO4160 MSR04160- Photo Class Roster
Process Instance: 6671942 Process Type: SQR Report
Dione l_l_l_l_l_l_le Inkernet | F100% - A
Report Index Window — opens in new window
B
G_'h v [ Hapciody. dac.umich, edu:001 fpscthede HEMPLOEEIMRMSICICIM FPT.COM_RPT. G0 Pagsms =] [ 5o G

S B Repent e | |

“

[Ropoct ___________________________________________]
ReportID: 17028
MSRO4168

Process Instance: §571941 Mssszge Log

e Process Ty Application Engine

Hum Status: Sucoss

LSRO4163- rsf photo jogs
Disritsution Dedoils

Distribumon Node:  RPRTHODEAD

05'0?103! 250.33.000000PH EDT
Destrituite To
Dintritaion i Tvoa “Destritnssion I
Usar WASSREH
CT G [Row -+

2=

Student Photo Class Roster

UNIVERSITY OF MICHIGAN ” :

Student Photo Class Roster

Pabvn, Tousa Bstran, Kevin Patrain, Jason

BS0x1L00N 4

9 of 13

Curriculum Management
Use the Class Roster
Step-By-Step Procedure

5. The SQR Report window will appear and
read Queued.

6. When the report is finished running, the
Application Engine window will appear and
read Success. This window will repopulate
and the Report Index page will display.

7. Close the Report Index Window.

8. The Photo Class Roster will open in the
SQR Report window. (For privacy
purposes, no pictures display in this
example.)

9. View and Print the Photo Class Roster.
Use the internet browser or Adobe PDF
print function to print the Class Roster.
(e.g., File > Print or type CTRL+P)

Note: Photos are only available for
enrolled students. If there is no photo for
the student, No Photo Found displays.

10. Close the report window.

Last updated: 06/18/2010
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M-Pathways

Print Photo Class Roster Page

Print Photo Class Roster .
11 JEE0h

Term: Fall 2010 o |

Class Nbr: 12441
Course: cHE 105 Changing Atmos

11. Click Return to go back to the Class
Roster.

Section: 001 Lecture

Additional student infermation can be displayed with the photos.
Selectup to four (4) options, then click the Run button.

¥ Name

" umio

[ unigname

[ units

7 Academic Level

r Primary Academic Program

Frinting the report with only names will produce 30 photos per page. Selecting two ar three
(2-3) options will produce a report with 20 photos per page (with a larger photo size).
Selecting four (4) options will produce a report with 24 photos per page.

10 of 13 Last updated: 06/18/2010
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Download the Class Roster to Microsoft Excel

Class Roster Page

=~ CHEM 105 - 001 (12441
Changing Atmes (Lecture)

Days and Times Room
TuTh 10:004M-11:304M 1210 CHEM

Class Start/End Dates
09/07/2010 - 12/13/2010

= Instructor/Proxy Information

Grade Roster

Email Address
Access

Name Role

Pstrain, Roder [erim Instr |approve | rosti@umich edu
Class Roster Options Email Options.
Selact the information you want to view on the Class Roster l—
1 - m Email a new class roster
L cti
= oecnar I” 1nclude Combined sections When enroliment changes occur thrcugh

[~ Expand Student Data 06/24/2010

*Enroliment Status [Enrolled - change

Enrollment Capacity 175  Enrolled 3

Erint Photo Roster

4 = 4 - »
@ d cl Comb
Notify | Photo [1D AMPYS | Name Subject == 255 lcacts

pLe] Nbr

D
1| T [Ex |o1234587 |psTiES | Patrain, Tessa cHEM |105  |oo: 1z401|0727
2| O EQ 12345678 |PSTKEY Pstrain, Kevin ENSCEN |105 001 25887|0727
. “EQ 23456788 |PSTJAS Patrain, Jason CHEM (105 001 12441(0727

Note: Photos are not available when selecting the "All course section’ option.

Select All Clear All

Printer Friendly Version

notify selected students | notify all students

File Download Window

File Download x|

Do you want to open or zave this fle?

@ j Mame:  pzule
[Hl Type: Mizrozaft Office Excel 87-2003 Warksheet, 2 52KB

Fromm: tody.dsc.umich.

Open | Save | Cancel I

W Always ask before opening this type of file

harri your cornputer. 1F pau do nat trust the source, donot open ar

|@ While filez fram the Intermet can be useful, zome files can potentially
N zave this file. 'What's the risk?

11 of 13

Curriculum Management
Use the Class Roster
Step-By-Step Procedure

1. Select the Class Roster View Oitions. (see
page 2) and then click to

update the Class Roster results.

2. Click the Download icon

Note: If the File Download window does not

appear after clicking Download , you
may need to adjust your Internet Explorer
Security options to accept File Downloads.
Refer to the Download Grid Data to Excel
step-by-step procedure for more detailed
information.

Save

3. Click and then choose a
location on your local network or computer to
save the Excel file.

OR

. 1]
Click el to open the document

with Microsoft Excel.

Notes:

e If you are using a pre-Office 2007 version
of Excel, the report may open in the Web
browser window. Select Save As from the
File menu to save the report.

e If necessary, click YES on the Microsoft
Office Excel warning message.

e When the report opens in Excel, it leaves
a blank browser window, which needs to
be closed separately.

Last updated: 06/18/2010
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Assign Permission to Waitlisted Students

Important Information

Curriculum Management
Use the Class Roster
Step-By-Step Procedure

e You must have the SR CLASS ROSTER USER or SR INDEPENDENT STUDY USER role in M-
Pathways to assign permissions to waitlisted students on the Class Roster page.

¢ When permissions are assigned, an e-mail will be sent to each student separately and the staff
assigning the permissions will receive a copy.

Class Roster Page

Class Roster

= CHEM 105 - 001 (12441)

Changing Atmos (Lecture)

T yiswreRes chetament

Days and Times Room Class Start/End Dates
TuTh 10:00AM-11:30AM 1210 CHEM 09/07/2010 - 12/13/2010
= Instructor/Proxy Information
Name Role Grade Roster | \.il address
Access
Pstrain, Rocer [prim 1nstr [approve | rosti@umich ecu

Selact the information you want to view on the Class Roster
This section only =] 1nclude Combined sections

™ Expand Student Data

*Enrollment Status_[waiting > change

=i
Enrclled
Permissions 3

Enrollment

Class Roster Options Email Options.

Erint Phote Roster

¥ Email a new class roster
When enrollment changes u“urthmugh
06/24/2010

Hote: Photes are not available when selecting the ‘All course section’ optien.

Select all Clear 2ll

notify selected students notify all students

IEL ] . )
Comb
Campus . |catalog|Class [Class
Notify | Photo|ID - Name wor N oection|nbe ;_'v;cts
i T B 01234567 |PSTTES | Pstrain, Tessa cHEM  [10S 001 12441|0727
2| [0 EQ 12345670 | PSTHEY Pstrain, Kevin ENSCEN |105 001 258870727
sl O ‘EQ 23456788 |PSTJAS | Pstrain, Jason CHEM [105  |oot 12441|0727

Printer Friendly Version

12 of 13

1. Select the Class Roster View Options. (see
page 2) and then click ‘ to
update the Class Roster results.

Note: Select Waiting from the Enrollment
Status drop-down list.

Last updated: 06/18/2010
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Class Roster Page Waitlist View

Class Roster

T View FErpa ststement

= CHEM 105 - 001 (12441
Changing Atmes (Lecturs)

Days and Times Room
TuTh 10:00AM-11:304M 1210 CHEM

Class Start/End Dates
059/07/2010 - 12/13/2010

<7 Instructer/Proxy Information

Grade Roster
Access

Name

Role Email Address

Pstrain, Roger |Brim tnstr |approve | rmsti@umich.edu

Class Roster Options Email Options

Select the information you want to view on the Class Roster
This section anly -
¥ tnclude Combined sections When enrollment changss oc urthraugh

™ Expand Student Data 06/24/2010

*Enrollment Status [Wwaiting > change

¥ Email 2 new class roster

Create Perm # and Send Email Erint Photo Roster

Waitlisted Students Find | ) % First K 1-3 of 3 1 Lot
Notify| Pe#rm Photo| ::;:::s;i::e 1D f:mpus Name :l:ti:;.s;:fe :laitlist Position
P B so7es42 | PSTMAR | Eain? Mare | 04/07/2008 .
EI i (7] 7G5 |pSTTRA | B2 Trace  |34/22/2008 :
sl 0| F (& 7ES43210 | poTpay  |Pahandf Dewd  [04/08/2008 R
0| & gs22109 |PSTKEY | Pstaind] Kewp  [24/58/2008 .
Heote: Photos are not available when selecting the "All course secticn’ option.
Select Al Clear &l Erinter Friendly Version

notify selected students | notify all students |

Class Roster Page Waitlist View (cont.)

Class Roster

T View FErpa ststement

= CHEM 105 - 001 (12441
Changing Atmes (Lecturs)

Days and Times Room
TuTh 10:00AM-11:304M 1210 CHEM

Class Start/End Dates
059/07/2010 - 12/13/2010

<7 Instructer/Proxy Information

Name Role Grade Roster |p\ i) address
Access
Pstrain, Roger |Brim tnstr |approve | rmsti@umich.edu

Class Roster Options Email Options

Select the information you want to view on the Class Rester

¥ Email 2 new class roster
This s=ction enly j ¥ Include Combined sections

When enroliment changes oc urthraugh
™ Expand Student Data 06/24/2010

*Enrollment Status [Wwaiting > change

Create Perm # and Send Email

Erint Photo Roster

Waitlisted Students Find | ) % First l 1-3 of 3 B Last
perm| |Permission |/ campus | Waitlisted | Waitlist Position
Bl = |PhOt|Erpire Date D ame Date/Time |#
i 04/07/2008
(B 3 99766432 | PSTMAR | Ptiainb?.Mare | 94/27/200% .
87654321 PstrainG2, Tracie — |04/08/2008
r (& PSTTRA 2:02:42PM 2
Pstiain37, Dawid ~ [04/08/2008
sl 0| & (& 7B543210 | PSTDAY 3:31:120M ?
04/08/2008
A0 E & G5432109 [PSTKEY [ Plrsindl. Kevin | 24/08/200: 4
Hote: Photos are not available when selecting the "All course section’ option.
Printer Friendly Varsien

Select All Clear Al

notify selected students notify all students
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Curriculum Management
Use the Class Roster
Step-By-Step Procedure

Notes:

e Students are listed on the Waitlisted
page in order of the date/time they were
added to the waitlist not the waitlist
position number.

e Students that transfer careers cross-
campus retain the same waitlist position
number. This may result in the waitlist
position numbers not always appearing in
sequential order because students on the
waitlist are listed by the date/time they
were added to the waitlist.

e To view the students in waitlist position
order, click the Status Note field
heading.

2. Turn on the Perm # check box by the
student(s) that need permissions created.

3. Accept the default Permission Expire Date
or modify the date the permission expires.

Note: The Permission Expire Date defaults to
drop/add deadline (third week of the term).
If entering permission after the deadline,
you must update the expiration date.

4. Click

Notes:

Create Perm # and Send Email |

e The view on the class roster page will not
change after the Create Perm # and
Send E-mail button has been selected.

e The student remains on the waitlisted
page until they enroll.

e Ane-mail is sent to the student with the
permission information. The staff person
who created the permission will receive a
copy of the e-mail sent to the student.

Last updated: 06/18/2010
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