Step by Step Guide How to Print Roster using MyWeb

1. Log-in to MyWeb: http://myweb.sjeccd.edu/
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2. Once logged in, click on “Faculty”:
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3. Under the Faculty Information tab, click on “Class roster Select Section:

FACULTY - WEBADVISOR FOR FACULTY MENU
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4. Your sections will then appear for Roster selection

5. Click on the Section Name and Title link of the course you would like to print for the roster:

Class Roster Select Section

Section Name and Title Term Start Date End Date Meeting Information Location Reg/AvaillWait
COUNS-014-206 (90997) College Success | Spring 2018 Regular o198 | 0sesine | 02/02/2018-0525/2018 Lecture Friday 09:004M - 12:05PM, Cedro Building, Room ©204 | Everareen Valley College | 15/15/0

COUNS-014-208 (90076} College Success | Fall 2017 Regular D9masMT 1212417 | D9MS8/2017-12/15/2017 Lecture Friday 09:00AM - 12:05PM, Cedro Building, Room C204 | Evergreen Valley College | 35/ -5/0

OR: Select & term or date range to change your class list 1o, | | startDate | End Date |
SUBMIT
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6. The roster will appear as such: (Be sure to click on the box next to “Show Waitlisted Students” if you wish to include all WL students in
the roster)

My Class Roster

Course Name and Title Instructor Meeting Information Reg/Avail/Wait
1 | COUNS-014-208 (B0075) Coliege Success l I DRADEZ017-12/15/2017 Lecture Friday 08:00AM - 12:05FM, Cedro Building, Room C204 | 35/-5/0

=--Select 3 different course section Gradebook E-Mail these Students

Student 1D M Access E-mail Address Phone Number Pass Aud Class Academic Level Status Repeat Credits Cross-Listed Section
= = T

Student Data suppressed for privacy purposes
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Security Access Messages
1 | None

Show DroppedWithdrawn Students [

Show Waitlisted Students
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7. Once you open the roster, export the file for formatting and printing:

Step 1: Export the Roster into MS Excel by clicking on “Click here to export your roster”

My Class Roster

Course Name and Title Instructor Meeting Information Reg/Avail/Wait
1 [ COUNS-D14-208 (B0076) Cobege Success | | 08/0B/2017-1211542017 Lecture Friday 08:00AM - 12:05PM. Gedro Building, Room €204 | 357510 |

=Z-Selert 5 different course section Gradebook E-Msil these Students

Student 1D M Access E-mail Address Phone Number Pass Aud Clags Academic Level Status Repeat Credits Cross-Listed Section
1 UG New 2.00
2 [ . UG Add 300
3 [Student Data suppressed for privacy purposes 0 ew 300
4 [ UG e 300
s [ UG Mew 300
B UG Mew 200
7 1 UG Hew 200
8 UG New 200
e UG New 200
10 UG 2ad 300
1 UG Mew 300
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Step 2: Another window will pop-up with a text version of the student list; follow the steps listed at the top of the page to copy/paste
into MS Excel —
Student list to copy and paste:

To place roster into Excel, (1) Click in box (2) Select all and Copy (3) Paste into Excel
Excel Hint: To retain the ID leading zeres, highlight: the ID column (in Excel before pasting this)/n and select from the menuwFORMAT/CELL/CUSTOM then enter 7 zeros (0000000) in the "type” box and click ok.

~
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Step 3: Once you’ve copied/pasted the student roster into MS Excel, you are ready to format and print your student roster!
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