Print a Class/Grade Roster

Navigation:

SBU > SBU Student Records > Report > SU Class Rosters

SU Class Roster(s)

{ Find an Existing Value | Add a New Value |

Enter any information you have and click Search. Leave fields blank for 3

[ Case Sensitive

Search | Advanced Search

Search by: Run Control ID begins with |
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If you already have a Run
Control ID click Search
and then choose the Run
Control ID from the list (as
shown in this example).

If you do not have a Run
Control ID click the Add a
New Value link and enter
the new Run Control ID
(we suggest that you call it
“psreports”).
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This wi

Il bring you to the Class Roster page.

Class Roster

Run Control ID:  PSREPCORTS Report Manager Process Monitor

~Academic Institution:  |USBNY QU sUNY at Stony Brook

SCLC [o78 @ Fall 2007
Eind | View Al 44051 [
*Sassion: |Fu|| Fall Semester Session j
Sort Options: | Status, Last Name, First Name v |
Academic Organization: I Q [¥ Enrolled Students [ Display Class Info (CSV Only)
Subject Area: [ams Q ™' Dropped Students I™ Display Grades
[ waitlisted Student i e
Catalog Nbr: I— aitlis ents [ Display Permissions
Class Nbr: | Q
& save | Ey Add Update/Display
Enter the parameters for your report:

1. Enter the Term and the appropriate Session for that Term. (The Session Code is
required!)
Choose the Sort Options.
Select one of the following:
e Academic Organization if you want rosters for all classes in your
department.
E If you do not know the Academic Organization code for your
department click the Lookup button to search for it.
e Subject Area if you want rosters for all classes in a particular Subject Area.
e Subject Area and Catalog Number if you want rosters for all classes in a
particular Subject Area/Catalog Number.
e Class Nbr if you want a roster for one particular class.
ﬂ If you do not know the Class Number click the Lookup button and
choose the Advanced Search link to search for the class by Subject
Area, Catalog Number and Class Section.
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IMPORTANT! If you have a value in one field the other fields will gray
out. To “un-gray” the grayed out fields you must remove the value from the
field and then press your TAB key.

4. Select the group(s) of students that you want included in your report — Enrolled,
Dropped, Waitlisted.

5. Report Print Options: Class Rosters print in pdf format by default.

If you want your class roster(s) in csv format so that you can save it as an Excel
spreadsheet you must select Display Class Info (CSV Only).

Select the Display Grades checkbox if you want your roster to include grades.
This option is only available in pdf format.

6. Click Run
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To Retrieve Your Report:

Click the Report Manager link to go to the Report List page.

Your report will only be listed in the Report Manager once the process has run

successfully on the server.
Keep clicking the Refresh button to refresh the page status.

[ Administration {__Archives

j Last: |_1 | Days ~fl |_Refresh I
.

j Instance: | tor=y
First [ 1.2 072 [ Last

Type: |

j Folder: |

UserlD:  [SRDPTSCH

Status: |

Customize | Find | View All | -
Report Prcs

Select D Instance Description Request Date/Time  Format Status Details
1212012007 Acrobat .
Llass roster Report £ Details
] 7725 2525802 Class Roster Report 3532501 * pd) Posted Details
1212012007 Acrobat .
] 7724 2525801 Class Roster Report 351°08E M * pd) Processing
"SeledAII Deselect All
__Deiete |Gicktne delete button to delete the selected reporis)
Go back to SU Class Roster(s)
B Savel
Report Detail
Report 1D: 7725 Process Instance: 2525202 Message Log
Name: SU_SR011 Process Type: SCGR Report
Run Status: Success

Class Roster Report

Distribution Node: psnsrepos1 Expiration Date:

Name File Size {bytes) Datetime Created

SOR SU SRO11 2525802 .1o0g 1,735 12/20/2007 3:58:21.000000PM EST
su sr011 2525802.PDF 108,120 12/20/2007 3:58:21.000000PM EST
SU_sr011 2nonn0e.out 36,449 12/20/2007 3:58:21.000000PM EST

Distribute To

Distribution 1D Type *Distribution 1D
User SRDPTSCH

File List
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When the status
displays “Posted” you
will see a Details link.
Click it to open the
Report Detail page.

Click the pdf or csv file.

Note: If you do not see
a pdf for csv file, the
process ran but did not
produce any output for
a report. Go back and
check the parameters
entered on the SU Class
Rosters page to make
sure they are correct
then run your report
again.
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The pdf file will open Adobe Acrobat displaying the roster. Click the Print button within
Adobe Acrobat to print the roster.

a https:ffpsBtest.cc.stonybrook.edu: 1443/serviets/psreports/he80tst3/934/5u_sr011_705598.PDF - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

ks @/M @ .1 /.-" :\’ o

-

-

BsaveaCov =l Pririt Email ﬁSearch ‘E,f Sh Review & Comment - Z Sign -
(O] [Esede - HL A - OO0 - @ 3D
O
g ~
£
21|| Report ID: SU_SRO11 Class Roster Report Page No. 1
Run Date05/18/2004
- Run Time15:01:27
§ Term: Spring 2004 SUNY at Stony Brook
T Course; WST 102 Intro Women's Stds in Soc Sci
g Class Nbr: 40248 .
Section: 01 Session: Full Spring Semester Session Lecture
rd Instructor(s): Elsey Brenda Total Students: 36
rl StudentID Nam Yr Unt Status Scin Sctn® Academic Plans Stdnt Grps
1]
[ LRt - —~ - a————

Click the Close button (X) in the upper right corner of the Adobe window to close
it. This returns you to the Report List page.

Click Cancel to close the Report Detail page.
If your report was generated in csv format the following File Download dialog box is
displayed:

Click File>Save As to save the
report on your computer.

%]

File Download

9
\._"4/

Some files can harm your computer. 1F the file information below
lookz suzpiciouz, or pou do nob fully trust the zource, do not open o
zave this file.

You can open in Excel later.

File name: su_sr011_70S601.csy
File type:  Microsoft Excel Comma Separated YWalues File

From: pstest, oo, skonvbrook, edu

Whauld pau like to apen the file or zave it to yaur computer’?

|

Alwans azk before opening thiz type of file

[ Open Save |[ Canicel l[ More [nfo

Click Go back to SU Class Rosters to return to the SU Class Rosters page.
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