
Printing Rosters in SOLAR 
 

 
From your SOLAR 
homepage, click 
Faculty Center under 
Instructor Self 
Service 
 
 
 
 
 
 
 

 
 

Click the Change Term 
button and select the 
Term that you are 
submitting grades for  

 
 
 
 
 

 
You’ll see the list of 
classes for which you 
have roster access 

 
 
 
 
 

 
 
 
 

 
 
 
Note:  If your class is not listed here please contact the Class 
Scheduler/Administrator in your Department.
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Click the Class Roster 
button next to the class  

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Scroll all the way to the end 
of the roster and click the 
Download Class Roster 
button 

At the File Download 
dialog box click Save 
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Select the folder that 
you want the roster 
saved to 
 
Enter a file name 
and add the file 
extension .csv 
 
Make sure Save as 
type is Microsoft 
Excel Worksheet 
 
 
Now you can open 
the roster in Excel. 
 
 

 
 

 

Click Cancel to return to the 
Faculty Center 
 
Click Grade Roster to go to 
the Grade Roster for this 
class (if available) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

If you need assistance or would like to report a problem with your 
Roster, click the To Report Problems link in SOLAR and submit a 

trouble ticket. Someone will contact you by phone or email. 
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