Rosters via Faculty Services

Banner Self-Services a web service that allows Cuesta College stisdmmd employees (including
faculty) to view and edit information in Banner sifie to the individual Faculty Servicesis part of
Banner Self-Service that allows faculty to accessars, post grades and much more.

Banner'sRoster option allows viewing class rosters onscreen tiomgn“hard copies” of rosters and/or
downloading the roster in Excel format.

View Roster Onscreen

1. Log into myCuestahftp://my.cuesta.edu
Contact Computer Services (x3248) for assistance.

2. Locate the My Web Services channel,
usually on the Work Life tab.

3. Click the folderBanner Self-Service My Web Services DEX
ABanner Self-Service

The folder will “expand”, revealing = _
Personal Information
subfolders. CIstudent

/,,-y ‘ZFaculty and Advisors
4. Click the folder,Faculty and Advisors (JStudent Information Menu

o " : 8 Term selecti
The folder will “expand”, revealing Bl et Suloction

subfolders and selections. B Faculty Detail Schedule
B Weekly Teaching Schedule
Roster
B post Grades/Hours
B active Teaching Assignments
E Teaching Assignment History
The Select Term screen negypear. JFind Classes
B course Information
E post cRN Syllabus
B office Hours
B roster Menu
El Mass Rosters -- temporary link
CIEmployes
] WebCT.com, The e-Learning Hub

v

5. Click on theRosterlink.
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a Luminis Platform - Microsoft Internet Explorer

“ File  Edit  Miew Favorites Tools Help | a‘ |
R backlto . HE“ & @ @ @
FaciltyTal e:mail ‘calendar groups: admin logout  help

Personal Information Student BEEETETTENCIRUTEIS Employee

Search EI

Select Term

RETURMN TO MENU  SITE MAP  HELF

900008452 Sean P, Landers
Jun 26, 2008 03:45 pm

Select a Term: |Fa|| 2008 'I

Submit I x
! red b
RELEASE: \ \ ;unm:r SCT HIGHER EDUCATION
& \ [ M tecalintranet 5

NOTE: If you have previously
selected a term and not logged out,
that information is retained.
Returning to Faculty Services will
not result in the auto-display of the
“Select Term” screen.

6. If displayed, select the desired term

and click theSubmit button.

The Select a CRN screen nappear.

Z} Lumiinis Platform - Microsoft Internet Explorer

=101 %]

Jﬂhi Edit  ¥iew Favortes Took Help | ;

e O & @

e-mail calendar groups admin

) back to
Faculty Tab

logout

& @

help

Personal Information Student BEEETETTENCIRUTEI4 Employee
Search Gul RETURN TO MEMNU  SITE MAP  HELF

900008452 Sean P, Landers
Fall 2008
Jun 26, 2008 032:46 pm

Select a CRN

CGRN:

Submit I

X

| Swirming - 70701

[ Enter CRN Cirectly ]
powersd by

RELEASE: 7.3 SUNGARD' 5CT HGHER EDUCATION

|§ | |_ |_ |_ |_ |‘-J Local intranet

You can change the term by clicking
“Term Selection” from the Faculty
Services menu.

(See “Tips” on page 6.)

N\

If displayed, select the desired cld€RN =
Course Reference Number)
and click theSubmit button.

7.

Rosters Faculty Services

NOTE: If you have previously selected a
course and not logged out, that
information is retained. Returning to
Faculty Services will not result in the auto
display of the “Select a CRN” screen.

You can change the course by clicking
“CRN Selection” from the Faculty
Services menu.

(See “Tips” on page 6.)
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The Roster screen will appear, displaying the infation for those students enrolled in the
class. From here you can download or print yourteos(See “Download Roster” or “Print
Roster and Add Codes” below.

2} Luminis Platform - Microsoft Internet Explorer [ =] 55

|J File Edit Wiew Favorites Tools Help ‘ th ‘

) back £ . erlpicgee e, @ | @ @

" Faculty Tab
aculty Ta e-mail calendar groups admin logout  help

a

Personal Information Student ERNR RO Liak Employee —
search | | Go RETURK TO MEMU  SITE M&P  HELP

900008452 Sean P, Landers
ROSter Fall 2008
Jun 26, 2008 02:45 pm

@R An asterisk will appear nest to the appropriate fisld if any of the following conditions exist: 1) The student has more
than one major or department in his/her primary or secondary curriculum, 2) The student has a program, level, college,
or degree in the secondary curriculum that is different from that in his/her primary curriculurm.,

If the word Confidential appears next to a student's name, the personal information is to be kept confidential,

Excel Download Frint Basic Rester

Course Information

Creative Writing Sr - ECOL 411 0
CRMN: 71486

Duration: Sep 10, 2008 - Nov 05, 2008
Status:  Active

Enroliment Counts

Maximum Actual Remaining
Enrollment: 25 4 21
Cross List: 0 a a

Summary Class List

Record  Student Name D Reg Status Level Credits Final Grade Detail
Number
1 House, Janice M. 900002654  **Registered** Mon Credit  0.000 Enter @
2 MelLain, Eric D, 901030132 **Registered™™* MNon Credit  0.000 Enter
3 Mclain, Lori 1. 900004939 **Registered** Mon Credit  0.000 Enter @
4 Werst, Catherine E. 00008224 **Registered®* Mon Credit  0.000 Enter @
Email class @ ) )
To exit Faculty Services and return to
. - 1 ”
LR myCuesta, click thefack to...link" in the
5] upper-left of the screen.
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Download Roster File Download

1. Atthe Roster scregsee “View Roster
Onscreen” above)click theExcel Download

Do you want to open or save this file?

= D load | @ Mame:  mykw_excel_rostr. xls
button. xeel Downloa Type: Microsoft Excel Workshest, 744 bykes
The File Download dialog will appear. ol

//Dm/’-y Save | Cancel I
2 . C“Ck the Savebutton - v always ask before opening thiz type of fil

The Save As dialog will appear.

While files from the Intemet can be useful, some files can patentially
harrm your conmputer. If pou da not trust the source, do nat open ar
zave this file. What's the rigk?

Save As

Save in: 2 [
@ﬂ:?ﬂﬂfﬁs 3. Selectwhere you wish to save the
e oo downloaded roster (“Save in”),
(23 classfiles what you wish to name the roster
[ LocalCdrive

(“File name”) retaining the “.XLS”
extension,

and then click th&avebutton.

File name: Imykw_excel_rostr.xls - j
Save as type: IMiC[DSthEHCB|WD[kShBE[ LI Cancel | Once the dOWﬂ|Oad haS flnlShed a DOWﬂ|Oad

4 Complete dialog will appear.

Download complete !E

3. If desired, click the&Open button. Sonrioad Compste
(You can also locate the
saved file and open it later.)

Saved:
ik _excel_rostr.xls From ssbpprd.cuesta. edu

INEERNNNNNNNNEENNNENENNNNEENENENENNNENEEEER
Downloaded: 744 bytes in 1 sec

Pk _excel_rostr.xls

rate: 744 bytes/Sec

ialog box when download completes

Open | Open Folder | Cloze I

The downloaded file will open in Excel.

E3 microsoft Excel - mykw_excel_rostr.xls !E
@ File Edit Wew Insert Format Tools Data 'Window Help Type aquestion forhelp = 2 @ X
NedR S BIR- - |=-4ie i de FlB L u|ES=SHEH(S%(EE- A o
Al ~ 13
A e [ c [ o [ E [ F [ 6 [ W [ v [ J ] kK [ L [ MTJ[NJJ
1 1
| 2 |TERM CRM SUB CRS ID LMAME  FMAME bl MAJOR  PHONE  CUESTA EPERS. EW REGISTRL Address CiJ
| 3| 200807 71486 ECOL 411 9E+18 House Janice il Undeclarer (B05) 772- jhouse@@cuesta.edu  RE 130 Oreas b
| 4 | 200807 71486 ECOL 411 9.01E+18 McLain  Eric o] Undeclarec (B05) 466-5553 RE 3320 RIO A
| 5| 200807 71486 ECOL 411 9E+I8 Mclain Lori Jane Undeclarer (805) 466- Imclain@my.cuesta.e RE 3320 Rio %Al
| B | 200807 71486 ECOL 411 QE+HIB Werst Catherine E Undeclarer (B05) 801- cwerstithmy cuesta e RE S50 Wesl Al
? -
H o4 v n]ymykw_excel_rostr / |l | _’”J
Ready [T ] ) I
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Print Roster and Add Codes
1. Atthe Roster scregsee “View Roster Onscreen” aboye)ick thePrint Basic Roster button.

Print Basic Roster |

The roster will appear in printable format on thareen.

-0 x|
J File Edit Yiew Favorites Tools  Help | i ‘
I gz:n..‘ Chrl+O ’
ESEEA Chrlt5 ““Ef* & @ @ @ NOte :he C”:]'C?ll ID?teS
i o e-mail calendar groups admin logout help I n’ W I I
Page Setup... PPRD DB - 04/20/06 =l . SeC O C - S S .
Fall 2008 important dates, including
Print Previgv,., Less Than Full Term ) b
T final add and drop dates
Import and Export. .. CRSE CREDITS COURSE TITLE
Pt— 411 .00 CREATIVE WRITING SR
\,‘:Z?:gf:ne : TYPE DAYS TIME  BLDG.ROOM
Close Lecture and/or w 0100- oo V
B = |4 15 - L6 o B discussion 0350pm
Z':BIITZ)CL?EI: ?DT:EEPS-DE Last Date to dmp without a "Ww'": 17 SEP 2008 Add COdeE’ dropped
S, L, e T students, and wait listed
— - students immediately
}Szastsra:en|Ava2\|;hle}\m'a\tgsted| "DV::: fO”OW the CIaSS roster,
Student Name jis) Reg| Cr [M|T|W([R[F|S|M|T[Ww|R|F|S|M|T|W|R|F|S|MT|W|RF|S
1[House, Janice 900002654| RE |.00 . .
2litan, Frc s01030132] FE .00 Exception: If no one is
et Cotmrne Jovaooeonaac o0 enrolled in the class, add
: codes willnot appear. If
7 this is the case, contact Lorj
=] -
5 Yoshiyama
(lyoshiya@cuesta.edlfior
Instructor's Signature add COdeS-
=l
Prints this page. v

IMPORTANT ! Printing varies between browsers. If the follog/isteps produce an
incomplete roster, try one of the alternate optiemshe following page.

(hee 2l 2. SelectFile > Print from the menu bar.
Generalletmnsl The Prlnt dlalog WI“ appear'

~ Select Printer

& & & = . .
m[dp!'m s st i 3. Enter the page range you wish to print.

admin-print  Admin-Print  SEUTREINE  on Admin-P... >
J i Example: Typd.- 3

3 E3 Tint ta file reference; d H
E“tl i re ”/%ﬁ to print pages 1 through 3.
[o 4. Click thePrint button.

T Mumber of copies: |1 3: . .
€ Selection £ Curent Pa / The rOSter WI” prlnt On
C Pages. |1 = A

¥ Callat= .
Enter either a single page number or a single @ﬂ( the Selected p” nter.
page range. For example, 5-12
Print I Cancel I Apply |

k
\
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Option 1
(works with newer versions of
Internet Explorer)

Option 2

(works with Mozilla Firefox)

Option 3

(works with Safari)

2. SelecFile > Print Preview
from the menu bar.
The Print Preview window will
appear.

2. Right-click on the page.
(Mac users hold down the
[Ctrl] key while clicking
once on the page.)

2. Right-click on the page.
(Mac users hold down the
[Ctrl] key while clicking once
on the page.)

3. On the toolbar at the top of the. SelectThis Frame > Print

screen, change the dropdown
option, “As laid out on
screen”, to Only the selected
frame”.

Frame... from the shortcut
menu.

The Print dialog will
appear.

3. SelectPrint Frame... from the

shortcut menu.
The Print dialog will appear.

4. Click thePrint button on the
toolbar.
The Print dialog will appear.

4. Click thePrint button.
The entire roster will print.

4. Click thePrint button.
The entire roster will print.

5. Click thePrint (or OK) button.
The entire roster will print.

Tips

Changing Selection within Faculty Services
If you wish to access rosters for another coursa,must first select a different CRthenreturn to the

Rosters screen.

1. Click theFaculty Servicestab (or click theReturn to Menu link).

2 Lumninis Platform - Microsoft Internet Exporer =10l x|

J Eile Edit Wiew Favorites Tools Help \ ‘ ,',' ‘
w backte e & @ @ @
Faculty Tal e-mail cAlendar groups admin logout  help

Personal Information Student @RS Employee * =

Search EI

Roster

RETURM TO MEMU  SITE MaP  HELP

900008452 Sean P, Landers
Fall 2008
Jun 26, 2008 02:45 pm

The Faculty Services menu will be displayed.

2. Click onCRN Selection

The Select a CRN screen will be displayed.

3. Select the desired class from the drop down medwchek Submit.
The Faculty Services menu will be displayed.

Rosters Faculty Services
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4. SelectRosters
The Rosters screen will be displayed.

5. Continue per instructions above.

Roster Menu

Rather than selecting “Rosters”, you may instedecséRoster Menu” from the Faculty Services menu.
This option allows selecting and printing multigleurses (CRNS) at one time.

=T & ® | § 9

Fabulty Tab e-mail calendar groups admin | logout  help

Personal Information = Student EETENEECTT N TET

Print Your Own

SITE M&P  HELP

N i ™k} e e R R i
Term is set for: Fall 2008 Select by CRN ’
Select 1 or more CRN's. Press the create rosters button when
Fall 2007 e
Spring 2002 - Delete me Create Roster(s) | ResetI
CRMN COURSE TITLE START EMND EMROLLED
Select Term
Faculty Services Menu | I 70701 PEAC Swimming 18- 19- 2
240 AUG- DEC-
o3 o8
If you would like a different term, please select a term from the [T 70806 CAOA Dreamweaver 18- 8- 5
abowe menu and press the SELECT TERM button, 268 Web Pub SQJG’ BEE(}
[~ 70893 BIO 211 Life Science 18- 19 4
AUG- DEC-
[uf=) o8
T 71486 ECOL Creative 10- 05- 4
411 Writing Sr SEP-  NOY-
[ul=) oe
2 wwared by
RELEASERSOIAND 7% SUNGARD' SCT HGHER EDUCATION
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