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Rosters via Faculty Services 
Banner Self-Service is a web service that allows Cuesta College students and employees (including 
faculty) to view and edit information in Banner specific to the individual. Faculty Services is part of 
Banner Self-Service that allows faculty to access rosters, post grades and much more. 
 
Banner’s Roster option allows viewing class rosters onscreen, printing “hard copies” of rosters and/or 
downloading the roster in Excel format. 
 

View Roster Onscreen 
 

1. Log into myCuesta (http://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 folder, Banner Self-Service. 
The folder will “expand”, revealing  
subfolders. 
 

4. Click the folder, Faculty and Advisors. 
 The folder will “expand”, revealing  
subfolders and selections. 

 
5. Click on the Roster link. 

 
 

The Select Term screen may appear. 
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6. If displayed, select the desired term  
and click the Submit button. 

 
 
The Select a CRN screen may appear. 

 

 
 
 
7. If displayed, select the desired class (CRN = 

Course Reference Number)  
and click the Submit button. 

 
 
 
 
 

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.  
 
You can change the term by clicking 
“Term Selection” from the Faculty 
Services menu. 
(See “Tips” on page 6.) 

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 information for those students enrolled in the 
class. From here you can download or print your roster. (See “Download Roster” or “Print 
Roster and Add Codes” below. 

 
 

 
 

 
 
 

To exit Faculty Services and return to 
myCuesta, click the “back to…link” in the 
upper-left of the screen. 
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Download Roster 
1. At the Roster screen (see “View Roster 

Onscreen” above), click the Excel Download 
button.  
The File Download dialog will appear. 

 
 

2. Click the Save button. 
The Save As dialog will appear. 

 

 
 
 
 
Once the download has finished a Download 
Complete dialog will appear. 

 
 
 

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

 
 
 
 
 

The downloaded file will open in Excel. 
 

 

3. Select where you wish to save the 
downloaded roster (“Save in”),  
what you wish to name the roster 
(“File name”) retaining the “.XLS” 
extension,  
and then click the Save button. 
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Print Roster and Add Codes 
1. At the Roster screen (see “View Roster Onscreen” above), click the Print Basic Roster button. 

 
The roster will appear in printable format on the screen. 

 

 
 

IMPORTANT ! Printing varies between browsers. If the following steps produce an 
incomplete roster, try one of the alternate options on the following page. 
 
 

2. Select File > Print  from the menu bar. 
The Print dialog will appear. 
 

3. Enter the page range you wish to print. 
Example: Type 1-3  
to print pages 1 through 3. 
 

4. Click the Print  button. 
The roster will print on  
the selected printer. 

 
 
 
 

Note the Critical Dates 
section, which lists 

important dates, including 
final add and drop dates. 

Add Codes, dropped 
students, and wait listed 
students immediately 
follow the class roster.  
 
Exception: If no one is 
enrolled in the class, add 
codes will not appear. If 
this is the case, contact Lori 
Yoshiyama 
(lyoshiya@cuesta.edu) for 
add codes. 
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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. Select File > 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 
screen, change the dropdown 
option, “As laid out on 
screen”, to “Only the selected 
frame”. 

3. Select This Frame > Print 
Frame... from the shortcut 
menu. 
The Print dialog will 
appear. 

3. Select Print Frame... from the 
shortcut menu. 
The Print dialog will appear. 

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

4. Click the Print  button. 
The entire roster will print. 

4. Click the Print  button. 
The entire roster will print. 

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

  

 
 
 

Tips 

Changing Selection within Faculty Services 
If you wish to access rosters for another course, you must first select a different CRN, then return to the 
Rosters screen. 
 

1. Click the Faculty Services tab (or click the Return to Menu link). 
 

 
 

The Faculty Services menu will be displayed. 
 

2. Click on CRN Selection. 
The Select a CRN screen will be displayed. 

 
3. Select the desired class from the drop down menu and click Submit. 

The Faculty Services menu will be displayed. 
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4. Select Rosters. 
The Rosters screen will be displayed. 

 
5. Continue per instructions above. 

 

Roster Menu 
 
Rather than selecting “Rosters”, you may instead select “Roster Menu” from the Faculty Services menu. 
This option allows selecting and printing multiple courses (CRNs) at one time. 
 

 
 


