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Viewing Class Rosters

There are two ways an instructor can view his/her Class Rosters. One is through Self Service; the other
is through Curriculum Management.

Method 1

Home > Self Service > Faculty Center > *Click on the People Icon*

= Faculty Center - Windows Internet Explorer E|@El
6@ v ‘E h b. bowi IPLOYEE/HRMS/c{SA_LEARNING_MANAGEMENT.SS_FACULTY.GBL?PORTALPARAM_PTCNAY=HC_S5_FACULTY_GBLBEOPI ¥ | QJ X ‘ ive Searc ‘ P~

o - [searchweu Phlt{E-@-v- -0 -

W ‘?Facultycantev [ ‘ M- B @ - [SrPage - oos -
Search:
|® I Faculty Name I

Home Add to Favorites Sign out

> My Favorites

I Self Service f faculty center ][ class search 1( browse catalog ]
P> Time Reporting

> Personal Information Faculty Center

cl
— Browse Course Catalog

DCampus Communi’(y My Exam Schedule
b Records and View My Advisees
> Curriculum Management
E ‘g::;'::;g ool Fall 2009 | Bowie State University change term
I PeopleTools
— My Per i
Select display option: (® Show All Classes O Show Enrolled Classes Only

Class Class Title Enrolled Days & Times Room Class Dates
ﬁ’y‘ “;’a PEDOQ 412- Therapy With Children 23 Tu 4:55PM - 7:25PM TEA Aug 31, 2009-
101 Adol (Lecture) Dec 23, 2008
624)

Go to top.

My Exam Schedule > Fall 2009 > Bowie State University

You have no final exams scheduled at this time.

Go to top

Faculty Center Class Search Brovse Catslog

e The “My Exam Schedule” link shows the instructor’s exam schedule.
e The “View My Advisees” link lists the instructor’s advisees.

e The __change term Ibutton changes the term.

e The i icon (the one next to the class) displays the class roster for that particular course.
(Shown below)

e Clicking the class subject/number shows that particular course’s class details.
e The “View Weekly Teaching Schedule” link displays the instructor’s weekly teaching schedule.
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Example Class Roster Using Method 1

& Faculty Center - Windows Internet Explorer EIEI@I

Gt; > ‘E, h b i |PL0VEEfHRMSICISA_LEARNING_MANAGEMENT.SS_FACULTV.GBL?P0RTALPARAM_PTCNAV=HC_55_FACULTV_GBL&EOP‘V} QJ ‘7 X “‘ ‘ e :
v [searchweb.. [R]r] 4 u.‘@‘.v.._.@@,
>
if? & lgFacuItyCentev % - B - & - [hPage v G Tooks -

Pocpere e L _Add to Favorites _Sign out

Search: &

|® Faculty Center

> My Favorites
[~ Self Service Class Roster
P Time Reporting
[ Personal Information

PEDO 412 - 101 Therapy With Children Adol

Lecture (1624)

- Class Search
— Browse Course Catalog

> Campus Community < Meeting Information
E (R:ect_)rds and Enroliment Days & Times Room [1nstructor |Meeting Dates
D> Worklist R il R i [Tea | Instructor Name | 08/31/2005 - 12/23/2003

I Reporting Tools
U PeopleTools
— lly Personalizations *Enrollment Status

"Enrolled V] __ change

Enrollment Capacity 25 Enrolled 23

' View FERPA Statement

Enrolled Students

Customize | Find | First 4! 1-23 of 23 | 2| Last
Notify| 1D Name ] ita| DrSgram i Diass Level
Basis
1l O Clark Kevonna Graded| 3.00|Professional Studies - UGRD - Senior
Pedology
& Ty Professional Studies - UGRD - £
2| ‘E Dezl.Demestrius Lanise Graded| 3.00| 5y ooy Senior
sl O Echols Jessica Elizabeth | Graded| 3.00|Professional Studies - UGRD - |y, o
Pedology
4 O Edvards, Tanya Amy Graded| 3.00|Professional Studies - UGRD - | ;-
Pedology
s| O Ford,Glenden Lavrence  |Graded| 3.00|Brofessional Studies - UGRD - Senior
Pedology
Professional Studies - UGRD - &
sl O Fuller.Shanee Trevans Graded| 3.00 | o e dology Junior
Gooding, Cliffordstte Professional Studies - UGRD -
71 O _lDamella Graded| 3.00(PO/oES1 Sanisi
s D (?reen Jr.Anthony Graded| 3.00 Professional Studies - UGRD - Senior
Arrington Pedology
s| O Hill,Crestall Michell Graded| 3.00|Professional Studies - UGRD -, ;o
Pedology
ol o DL i crmcical o ool Professional Studies - UGRD - [,.._... &

€D Internet H100%  ~
e The Enrollment Status drop down menu allows you to view All, Enrolled, Dropped, or Waitlisted

students. To see another view, select that option in the dropdown menu and then click the

SiTiIs button.
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Home > Curriculum Management > Class Roster > Class Roster

Method 2

(- Class Roster - Windows Internet Explorer ‘ = ”X

GA‘E =

PLOYEE/HRMS/c/ESTABLISH_COURSES. CLASS_ROSTER.GBL?PORTALPARAM_PTCNAY=HC_CLASS_ROSTER_GBLEEOPP. Vl 5J ‘7 X ‘L e Seard|

2E

By - [Searchweb. _U El-@ - - @ -

w & 1gclass Roster

=

- B - [hPage v GiTook v

Search:
|®

> My Favorites

[ Self Senvice

> Campus Community

D> Records and Enroliment

Class Roster
Enter any information you have and click Search. Leave fields blank for a list of all values.

<> Curri
> Course Catalog
I> Schedule of Classes

{ Find an Existing Value

Hume Add o Favorites -g out

demic Institution: | begins with v|[BoWIE la
I> Facility and Event ——
Information Term: [begins with v || (<Y
= Class Roster Subject Area: [begins with (|| Ja
— Class Roster
— Print Class Roster Catalog Nbr: [ begins with v || ]
© Grading . =
i Class Nbr: [= v | |
[ Reporting Tools Class Section: ‘ begins with v H ‘
D PeopleTools .
— My Personalizations Session: [= 9 | v
Course ID: [beglns with (][ ‘
Course Offering Nbr: [ = vj [
Search | Clear ‘Elasic Search (B Save Search Criteria

New Window | Help |

e The Academic Institution field should be “BOWIE.”
e The Term is the semester you wish to look up your class roster for. Click the 2 icon to look up

the various term codes.
e The Subject Area is the subject of your course. Click the 2 icon to look up the various subjects.
e The Catalog Nbr is the course number (e.g. 099, 101, etc.).

e The ﬂl button executes the search.
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Example Class Roster Using Method 2

Type “2097” for the Term, “BIOL” for the Subject Area, “101” for the Catalog Nbr, and “001” for the

Class Section. PeopleSoft will display the Class Roster for BIOL 101, section 001, for the Fall 2009
semester. (Shown below)
{Z Class Roster - Windows Internet Explorer B@@

@\ [g https:jjcsweb. bowiestate du:8082/psp/csprd/EMPLOYEE/HRMS/c/ESTABLISH_COURSES,CLASS_ROSTER, GBL?PORTALPARAM PTCNAV=HC_CLASS_ROSTER_GBLBEOPP. vi‘fﬂ 49 X [ : [[o]-
o iﬂ E-@ - w0 O -
2 ( - »
e 4 | @ Class Roster ’ ‘ fa - doh - [} Page - (G Took -
AT URIvG
e oo Home Add to Favorites Sign out
Search: 2, e
\ |® New Window | Helo | Customize Page | &
> My Favorites
[ Self Service
> Campus Community
b Records and Enroliment Class Roster
|~ Curriculum Management
b C Catal % = i
Koot s Ciasee BIOL 101-001 Biological Science
I Enroliment Requirements , \ Class Detail
> Facility and Event Lecireltan (1220) [Ciass Detail]
Information Fall 2008 | 16 Week Regular | Bowie State University | Undergraduate
— Class Roster
2 s ot :
. (; %ﬁﬂ_ﬂﬁ Days & Times |Room Instructor Meeting Dates
radin:
L MoWeFr B:00AM - 8504l [Marshall Library-077 Instructor Name _| 08/31/2009 - 12/23/2009
[ Reporting Tools MoTu 12:00AM - 12:00AM TBA Instructor Name | 08/31/2009 - 12/23/2009
1> PeopleTools
— My Per
*Enroliment Status: | Enrolled v
Enroliment Capacity: 50 Enrolled: 51
Enrolled Students customize |Find | 8 First ] 151 0151 (%] Last
1D Name g;as?: Units Program and Plan Level 3};2‘5
1 Akinnagbe,Olayinka D Graded 4.0p|Business-UGRD -Business Sophomore
Administration
Icidor Joffrey Saintulma | Graded gop) i & Soences - UGRO - Freshman
Mathematics BS
Allen,Robert Edward Graded 4.00 l?usiness-UGRD SHuSINESS Freshman
Administration
Anderson Il.Charles - 4.0/ Arts & Sciences - UGRD -
L nthony Communication BS
Anderson Brittany Holley |Graded 4 Profession.al Studies - UGRD - Sophomore
Psychology BS
6 Barnes Jarriene Renee | Graded 4.00 Pro!gssianal SudlesUGRD Freshman
Social Work
7 Brock Tylar Brock Graded 40015 & Sciences -UGRD-Fine | hman
Arts BA
Adn © Qrinmean 11ADN_ Cina b
& Internet #100%
Class Detail . .
e The I—I button displays the Class Detail for that course.
e The Enrollment Status drop down menu allows you to view All, Enrolled, Dropped, or Waitlisted
students.
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Printing Class Rosters

To Print Class Rosters, navigate to:

Home > Curriculum Management > Class Roster > Print Class Roster

{2 Print Class Roster - Windows Internet Explorer B

csprd/EMPLOYEE/HRMS/c/ESTABLISH_COURSES.RUNCTL_SRCLASSRSTR. GBL?FolderPath=PORTAL_ROOT_OBJECT.HCSR_CURRI ¥ | 44 | 45| X [ e Searc ] P~
TRAES Bl @@ -
. — = =3 »
* & ‘@Print Class Roster [ ‘ o~ b - b Page v { Tools ~
Home Add to Favorites Sign out
Search: 2
|® New Window | Help | 1=}
> My Favorites .
> Self Service Print Class Roster
[ Campus Community Enter any information you have and click Search. Leave fields blank for a list of all values.
D Records and Enroliment
I~ Curri

b Course Catalog { Find an Existing Value _ Add aNew Value |

D> Schedule of Classes
[ Enroliment Requirements Search by: RunControl Dbeginswith) |
[ Facility and Event e

Information [Icase sensitive

= Class Roster

— Class Roster search | g,
[ Grading . - 3
D Worklist Find an Existing Value | Add a New Value
U Reporting Tools
1> PeopleTools
— My F izati

e If you have already run the Print Class Roster process, click the ﬂl button. If this is
your first time running this process, you must click the “Add a New Value” tab and you will be
asked to give the new process a name.
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Printing Class Rosters (cont’d)

After you have clicked on a previously saved process, or created (and named) a
to the Print Class Roster page. (Shown below)

new value, you are taken

csprdjEr |rLOVEE/HRMSIC,’ESTABLISH_COURSES.RUNCTL_SRCLASSRSTR.GEL?FOHSVPath=P0RTAL_R00T_@ECT.HgR_CURRIV Vil =8
El-@ - w0 @ -
w & ‘@Printclasskoster [ ‘

Menu &

Search:
|®

> My Favorites
[ Self Service
[ Campus Community
[ Records and Enroliment
|~ Curriculum Management
> Course Catalog
[> Schedule of Classes
I Enroliment Requirements
[ Facility and Event

Print Class Roster

Run

Run Control ID:

2037564 Report Manager Process Monitor

Add to Favorites

Sign out

New Window | Help | Customize Page | &,

= ?gsrr:;tg:er *Academic Institution: M‘Q Bowie State University
— Class Roster *Term: |7‘q
> Grading
> Worklist Find | View All
[ Reporting Tools
> PeopleTools R
|~ My Per i *Session: |Regular v [Ipisplay Permissions FEE
f$on0ption:. | Name "»‘ ] -
ic O ion: | {3 [“ Enrolied Students From: V |7‘
Subject Area: [ Q [Jbropped Students o [ ]
| Crass Nor: :Q [ waitlisted Students
ES&V&I QReturn to Searchl Elnnhfy[ Eradd| A
e The Academic Institution field should always be set to “BOWIE.” (This is a required field.)
e The Term is the semester you wish to print a class roster for. Click the 2 icon to look up the
various term codes. (This is a required field.)
e The Session drop down menu allows you to select the duration of the course (e.g. Regular, 16R,
8R1, 8R2). (This is a required field.)
e The Sort Option drop down menu allows you to change how the search results are sorted:
either by Name, or by Start Date, Name. (This is a required field.)
e Enter an Academic Organization, Subject Area, or Class Nbr. Click the 2 icon to look up the
various codes. (Optional)
e Select the students you wish to report: Enrolled, Dropped, or Waitlisted. (Optional)
e Select an OEE Start Date Range. (Optional)
e Click the M button, then click the M button.
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Example Print Class Schedule

Enter “BOWIE” for the Academic Institution, “2097” for the TERM, “Regular” for the Session, “Name” for
the Sort Option, and “ART” for the Subject Area. Click the Save button, then the Run button, and you
will be taken to the screen below.

{2 Print Class Roster - Windows Internet Explorer

[g https:jfc: i csprdjEn |rLOVEE/HRMSICJESTABLISH_COURSES.RUNCTL_SRCLASSRSTR.GBL?PORTALPARAM_PTCNA‘J'=HC_RUNCTL_SRCLASSRSV:,,gr $24|% l e ‘ L |

& eb..| O El-@ - w- OO -
- e — = = »
w & ‘ (@ Print Class Roster [ ‘ M- B - M - [5rpage - G Tooks -
o Home Add to Favorites Sign out
Seeici New Window | Help | Customize Page | /&,
b My Favorites Process Scheduler Request
1> Bowie SA Customizations
b Self Service User ID: _ Run Control ID: _
[ Manager Self Service -
[ Workforce Administration Server Name: E‘SNT ¥| RunDate: 09/30/2009 50
> Campus Community — e %‘ e ST l
[ Student Recruiting Recurrence: Run Time: 10:36:51AM | esetto Current Date/Time
[ Student Admissions . . EST Eastemn Time
[ Records and Enrollment Time Zone: :lQ
> Curriculum Management Process List
[> Course Catalog Select Description Process Name Process Type *Type *Format Distribution
[ Schedule of Classes e R = 4 R
2 V] W
b Roll Curriculum Data Class Roster SRCLSRST SQR Report eb v] PDF v | Distribution

Forward
> Enrellment Requirements
> Dynamic Dates
> Facility and Event
Information
« Class Roster
— Class Roster —O-E—]—C—am
U Grading
1> Gradebook
D Instructor/Advisor
Information
[> Learning Management
Systems
[ Financial Aid
[ Student Financials
> Academic Advisement
[ SetUp HRMS
[ Set Up SACR
[ Waorklist
U Tree Manager
1> Reporting Tools
D PeopleTools
— lly Personalizations

e Make sure the *Type is “Web,” and the *Format is “PDF.”
e C(lick the L] button, and you will be taken back to the previous screen.
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Example Print Class Schedule (cont’d)

(- Print Class Roster - Windows Internet Explorer ‘;‘ = IEJ

G@v [ ] hetpsijcsmeb bowiestate. edu:B082/psp/csprd/EMPLOYEE/HRMS/</ESTABLISH_COURSES RUNCTL_SRCLASSRSTR. GBL?PORTALPARAM_PTCNAV=HC_RUNCTL_srcLassrs v | 4 |49/ x| |1

1o

Search web...| £, 1«

|

P E - @

.._.@@,

w & ‘ (& Print Class Roster

M- B - & - [hrege v {FToos v

COOWIE
AT URvE 1

i
Search:

|®

> My Favorites
1> Bowie SA Customizations
[ Self Service
> Manager Self Service
[ Workforce Administration
> Campus Community
[ Student Recruiting
U Student Admissions
[ Records and Enrollment

<> Curriculum Management
> Course Catalog

[ Schedule of Classes

D Roll Curriculum Data
Forward

> Enrollment Requirements

> Dynamic Dates

> Facility and Event
Information

w Class Roster
— Class Roster

[ Grading
> Gradebook
D Instructor/Advisor
Information
[> Learning Management
Systems
[ Financial Aid
[ Student Financials
> Academic Advisement
[ SetUp HRMS
[ Set Up SACR
[ Worklist
U Tree Manager
1> Reporting Tools
D PeopleTools
— lly Personalizations

_— to Favorites - out

New Window | Help | Customize Page | /&,

Print Class Roster

I
fBowla

[Repatiiznzcedlprocess ionid — R |

Process Instance:332493

Run Control ID:

*Academic Institution: Bowie State University

sl 2097|Q  Fal2000
Assignment Find | View All 10f1
*Session: Regular v [[J pisplay Permissions =

J)

‘ Name

*Sort Option:

Enrolled Students

Subject Area: ART Q [Joropped Students
Class Nbr: [ e [l waitisted Students

&) save | S Returnto Search l [=] Notify I

Click the “Process Monitor” link at the top right of the screen. Click the ﬂl button until
the Run Status says “Success.” Then, click the “Go back to Print Class Roster” link at the bottom
of the page to go back to the screen above.

Click “Report Manager” link at the top right of the screen. Click on “Details,” then click the PDF
file to view the process output.
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