Active Roster User Guide for Faculty Foothill—De Anza Community College District

My Class List - User Guide for Faculty

(Print Roster & Attendance Sheet, E-mail, Export to Excel, Drops, Census, and Add Codes)

Display Class List (Roster)

From Faculty Tab: Faculty Portal Services X
. . . .. It | My Contract
1. Clickon MY Class List which is listed under Faculty Portal uj Review and spprove your District contract
Services. Saeras
> My Grades )
Submit grades for the quarter

2. This will display a list of terms by campus. Highlight term and
click Go. My Class List

Jiav classes. student rosters. send e-mail to

students, and download Excel

)
(" g

3. Alist of your classes for quarter selected will display.

Post your offica hours for the gquartar

4. Note that this screen displays the basic information about the
class such as CRN (Course Registration Number), Day & Time,
Status, Units, Maximum enrollment, and number of students by
status (Enrolled, Withdrawn, Dropped & Waitlisted).

Searchable Schedule of Classes

Look up dasses for a quarter

5. Click on the class link (the name of the class displayed in blue) and the class roster will display.

6. You can also select a different term and college from the drop-down list and click *Go” to display your classes for a different term or
college.

20% ActiveRoster

Note:
e The ETUDES column only displays for Foothill distance learn-
ing classes. Green indicates and ETUDES class, red is not one.

My Rosters

Select a term, and click on *Go" to list your current course assignments, and view your student rosters ) Census S|gned Co|umn now Conﬁ rms that yOU census was
Term: | 2 signed and submitted. No more guessing.

e You will also see a lot of the information that use to be only on
the Essentials page.

2010 Summer Foothlll My Rosters
Select a term, and click on “"Go* ta list your current course assignments, and view your student rosters
. Term.  Select Term :] Go
To return to the faculty tab, click
on the button in the upper left-
Title

hand corner of the screen. (Click title to open roster in Census Max

Course CRN  anewwindow) Days Time Status ETUDES Signed? Units Enroliment Enrolled
- PHED 40579 INTRO TO PHYSICAL TBA TBA Open - Yes 40 45 39 3 8 2
(o} Back to FOO1.01W ED AS A PROF
Faculty Tab o
PHED 40623 THEO ! TBA  TBA Open - Yes 40 45 2 0 13 0
FOO3.01W COACHI
PHED 40771 | BASIC NUTRITION FOR  TBA  TBA Open . | YeS 40 45 33 7 15 0
FOOR.01W SPORTS &
PHED 41211  UNBUDGETED TBA TBA Closed _  No 00 0 0 0 0 0
F996.01 FACULTY RELEASE TIM
PHED 41447 WEIGHT LIFTING FOR Mon 02:30 Open Yes 10 35 8 0 3 0
F046.05 HEALTH & F Wed PMO345 L
PM
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20° ActiveRoster

Terns: 2013 Speing De Arca | CRN: B | Tithe: BUSINESS INFO SYSTEMS | Cowrse: CIS DO03.02Y | Days: MW Time: 03:30 AM - 10:20 AM  Reom: MLC250
— )
. mm E | G TW-IF 5 -
- ZA ; . —
Manu Refresh SelectAll TS o4 ieiend ﬂF.--'"A'l Print  Expont Options  Ext
- - Students - Exoel
¥ Student Name E-Manl Phone Status Add Date Crop/Wdraw Date Grade  Wart#
20 [ w @vahoo com a3 W antlist 02M2/2012 13 |
20— F @y ah00.com qoem=—— o 2itlist 03072013 2 —
" L @men com o= egistered 03062013
.t o> L fivsahoo com  A0SEmS Reaqisterad LANACN132 v

ActiveRoster Display

A couple of things to pay attention to:
1. Both the Active Roster and My Class List open in separate tabs or windows (depending on how your browser is configured).
2. The various roster functions are initiated by icon buttons or drop-down menus on the top of the list of students.
3. Ifastudentis dropped or withdraws, the date of the action displays.
4. When grades are entered they appear on the roster.

5. Students on the Waitlist will have a Status of "Waitlisted” and a number under Wait #. That number is assigned once and does not
change. Before the first day of the class, the student with the lowest waitlist number will be contacted by e-mail if a seat becomes
available. The student has twenty-four hours to register for the class. If they do not register, they will
continue to be listed as Waitlisted, but their number will be removed. Students who are given an Add —
Code and register for the class will have their status changed to Registered.

6. Waitlist numbers will not always be sequential. If you have two students with the same number, please Menu
contact Admissions and Records. b

. . ) Essentizls
Essentials - a Menu Option

. . . . . 40 Add Cedes
To view the essential information about the class, select Essentials from the Menu drop-down list on the far left of
the tool bar. E-mail Histary

. . .o . Course Essertials X
The Essentials is divided into three tabs:
Attributes || Enrollment || Schedule

1. Attributes Tab: lists all of the important dates. Course CRN
Credit Hours 45
e Lastday toadd the class. (See page 7 for Add Code instructions.) Max Enrollment 4
Last Day for Adds April 20, 2013
e Dropdays: The last day a student can be dropped and still get a refund, without a “W"” grade | censusDate april 22,2013
or with a “W” grade. Last Day for Refund april 21, 2013
Last Day for Drops wjo W April 21, 2013
e The Census Date — see more about Census on page X. Last Day for Drops May 31, 2013

e  For Positive Attendance classes, the maximum number of hours you can give to a student.

This line will not display if you are not required to Close
. Course Essentials X
report Positive
i Course Essentials X
Atten d ance fO r th e C| ass Attributes | Enrollment | Schedule i
. . Attributes Enrollment Schedule
belng viewed. Registered 37 Student(s)
Dropped 12 Student(s) | Se:‘zion Instructor Room ?}::: .Em: Start Date  End Date
> E nr0||me.nt - the S-ame SRS 2 Stcent(s) | 01 = 154 os30aMm 9920 qaneon13 0sj28/2013
|nforrT1at|on that displays on Watistad! | 1 Student(s) ‘ o -
your list of classes. Auditing O Student(s) i Close

3. Schedule — When and where
the class meets. Close
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Active Roster User Guide for Faculty

Foothill—De Anza Community College District

Torm: 2013 Spring De Anca | CRN: B | Tithe: BUSINESS INFO SYSTEMS | Course: CIS Commm Days: MW
Sorting the Roster s B < R = | 5
There are three options for sorting the roster: MUY | Refresh  selectal P puitSod ju?:,.lt, e [E::'.‘
1. Click the top of column you want sorted. Select = L AL i
Ascending or Descending. If you select Columns = e Sorl Ascending sk S
. . 20— F Lot = #adlist
(the bottom option on the drop-down), you will = o Sort Duscending i
be able to select which columns you want 2om 3 = ki
displayed on your roster. 0 P S b tlist
20— ) ———=afihq First Name izt
Note: You can add a column for first and last 205 [— @arinco.com e st
name if you wish. 200 ) m—tomail a izt
200 F ey ah of ohy o st
2. The Filter button (on the tool bar between 20 \ csmmm@onaild o -
. J Sehus
Select All and Multi-Sort) allows you to filter the o | s—fah0 o Md‘m a izt
. . . . . ! J Dabe .
list, or limit the list to the items in the filter you ma b (| pitist
have selected. Filter & [Eromiicrase
- ¢ Grack
3. Clicking the Multi-Sort button will cause a popup All Students (No Filter) LK

window to appear.

e Use your mouse to drag the fields you want to
sort on to the right-hand window.
e Use your mouse to place the fields in order.
e Click Apply.
¥ Print
E Button

Print Roster

sheets and Add Codes.

Print Custom Roster

'] Print Photo Roster . H ;
Ll ®  Print Roster will pri
4~ Print Add Codes .

) ) displayed.
{8 Print Attendance Report (Portrait)
Print Attendance Report (Portrait, w/o IDs) °
i Print Attendance Report (Landscape)
Print Attendance Report (Landscape, w/o IDs) °

[ ——ree—— | the student has not obta

roster is confidential and
[ ]

e Attendance Sheets can be printed with or without the stu

Attendance Sheet

The Print button is used to print rosters, attendance

i Sort by Mutiple Relds
Reqgistered Only e i
Ovagrand-cdrop (or use the arrows) 1o move felds from left-to-right 10 set the roser sort order by
more than fed, Double chck on drection to change between ascending or descending order,

Dropped Only
Withdrawn Only
Waitlisted Only

Fields Sort Order

Flald Fleld Ditection
Student ID
Firt Name

Last Name

Waitlist Pos
Firdt Name

Ascending
Ascanding

E-mail

Auditing Only
4I.LM!-LLLG.._G.HMBL[H¢H.LLI§.|

Phone

Status

Add Date
Oropiiiaram Date
Orade

Waitlist Poz.

ntit exactly asitis

Print Custom Roster will all to select which of the column you want to print.

Print Photo Rooster will display student information and photo for all registered students. If

ined a student ID card, there will not be a photo. All information on this
should not be shared with students.

Print Add Codes will be available on the first of school and not before. You can also view your Add Codes

dent’s IDs listed and in either landscape or portrait orientation.

Attendance reporting is one of the ways that the State of California evaluates how well we are serving our students. To make the

process easier, instructors can print a pre-formatted attendance sheet for every class from Active Roster. If you will be distributing the

student. Using the portrait orientation will list more students per page. The

Classes that meet every day, Monday through Friday, will not have all of the meeting dates on the form the first time you printit. You

will need to go back and print the form again on the day that you need a new attendance form. You can print the form as often as you

rovide room for fourteen class meetings and twenty-two students per page.

1.
sheet to students to sign-in on, please make use the version without student IDS.
2. Click the Print button and select the Attendance Sheet from the drop-down.
3. Large classes may take several pages to list the registered
portrait version will list nine class meetings and 36 students per page.
4. Regular weekly classes will list the dates the class will meet starting with the date that the form is printed.
5. Distance Learning/Online/TBA classes will not have the dates included.
6.
wish. A landscape version of the form is available. It will p
7. You can print the form as often as you want to.
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How to Use the Attendance Form

Foothill—De Anza Community College District

®  |nstructors of Positive Attend-
ance classes should record the

number of hours (rounded to Attendance Sheet Date|5/20/2013 ‘lnstmaor
2013 Spri | |
the nearest quarter hour) that Term | pe anza © | Course | c15 D= ‘ CRN ‘:‘Tiﬂe‘BUSINE$ INFO SYSTEMS
each student attends each o Doy w1 ° 120 A | Location | De Anza, Main Campus, MLC260
H Acc ing Method: Ind di Study Weekly
SChedU|ed class. ThIS can then Session Type: Lecture and/or Disms:ion
serve as your input when you
05/22 | 05/27 | 05/29 | 06/03 | 06/05 | 06/10 | 06/12 | 06/17 | 06/19 | 06/24 | 06/26 Total

enter your grades and hours at SONie Mo ShudentIDJ1102/20
the end of the quarter.

®  Instructors can also use the

form for recording grades,

assignments and attendance.

The Completed Form

®  Atthe end of the quarter, en-

ter all totals.

®  Sign the form on the last page

and initial each additional

page.

®  Turnthe form into Admissions

and Records where it will be

scanned and stored as a digital

image.

Photo Roster

1. Only students who have obtained a student ID will have their
photo displayed. Students can get a Student ID card or a Stu-
dent Body card on the campus where they are enrolled. At De
Anza students should go to the Office of Student Life on the first
level of the Campus Center. At Foothill students should go to
the Smart Shop in the Campus Center. Every student should
have either a Student ID card or a Student Body card.

2. Click the Print button and select Print Photo Roster

3. ltwill only list students who are registered for the class. The first
page contains text that identifies the class and instructor.

4. Five orsix students will display per page. The information is
confidential and is only intended for use by the instructor.

5. Asampleroster is displayed to the right.

Foothill-De Anza College District Page 10f 3
Printed On: 5/20/2013
Page 50113
””””””””” Swoentid: t12=——  swws:  WebRegitered
Name: Add Date: 1112712013
E-mall: m— @yahoo.com DropWithdraw Dase:
Pnone: (408) Waltlist Position:
""""""""""""""""" Swoentid: 20t swws:  WebReghtered
Name: ————— Add Date: 1112612013
E-mall s @gmall.com DropMWithdraw Dae
Pnone: (408) Waltlist Position:
""""""""""""" SudentiD: 200 saws:  WebRegisterea
Name: m— Add Date: 121212013
E-mall: s @gmail.com Drop/Withdraw Date:
Pnone: (408) Waltiist Position:
""""""""" SudentiD: 201 saws:  WebRegisterea
Name: —— Add Date: 162014
E-mall: s—@gmall.com DropMWithdraw Dase:
Fnone: Waltlist Pos tion:
______________ SuoentiD: 200 swws:  WebRegisterea
Name: s Add Date: 112612013
E-mall: s @gm all.com DropMWitharaw Dase:
Pnone: (408)791-7328 Waltlist Position:
““““““““““ SuoentiD: 201 swws:  WebRegisterea
Name: Add Date: 121212013
E-mall: ‘@yahoo.com DropMWithdraw Dase:
Phone: (408) Waltlist Position:

Report Date: ¥4/2014 11:50:54 AM
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Exporting Roster to Excel | ‘D

Click Excel Spreadsheet button on the upper right hand corner of the screen
The Excel spreadsheet will contain only the names displayed prior to exporting. To export all students on the roster, use the
filter to display “All Students” before clicking on the Export Excel button. Expon

Excel

Help

Clicking on the Help button on the left-hand navigation panel will take you a pdf copy of this document. Please be aware
that as features are added this document is being updated. Check the date in the upper right hand corner to for date.
You can also find a copy of these instructions and other user guides on the Faculty tab under Faculty Resources.

Faculty Support Resources o=

Need help? Click for User Instructions, Census

Instructions, attendance Sheet Instructions, or
contact the ETS Call Center at (408) 864-8324,

If you use an Active Roster feature that results in an error message or does not perform as expected, please call the Call Center (408-864-
8324) and report the problem. Based on the nature of the problem, it will be assigned to the appropriate group to resolve. One example of an
error that you may run into is an error message is displayed when you attempt to drop a student using the Drop button.
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E-Mail Students/Classes

1.

Display Roster for class.
Use sort options to narrow down list.

Check the box next to the student who you want to send an e-mail.

Foothill—De Anza Community College District

The button: Select All is a toggle which will check or uncheck all of the boxes next to the student names listed.

Clicking the box\to the left of the ID column header will check all of the students listed.

Click E-Mai/Stud&nts button and the e-mail pop-up window will display.

20° 2.ctiveRostel

Term: #013 Spring De 4nda | CRN: 41239 | Title: BUSIN 0 SYSTEMS | Course: CIS DOO3.02Y | Days: MW | Time: 09:30 AM - 10:20 &M | Room: MLC260
. S N D
= ‘ D2 ) @ e
| = Em |2 & 2 803 10
MInU | Reflesn  setectan P wumson | o RITLS Shes Options  Help  Exit
[ 1o Student Name « E-Mail Phone Status Add Date DropMvdraw Date = Grade Wait #
| 11 K yahoo.com (408) Registered 04/07/2013 il
] | 20 L @msn.com (408) Dropped 03/06/2013  04/09/2013
[ 11 Lo @hotmail.com (408) = Waitlist 04/05/2013 22
. sy .
Creating E-mail:
1. All e-mails will be sent as blind copies, the recipient will only see their name.
Edit Recipients
2. Click Edit Recipients button to add or remove students from the list. m
. . . E-mail Address
3. The return e-mail address will be your FHDA e-mail address -
[F] | X Tm@amail.com
4. To receive a copy, check the Send Me a Copy box. [[] | De== s @gmail.com
[ R —— s @hotmail.com
5. Check Request Read Receipt if you want an e-mail confirming that the e-mail was read. Be 0| Me— == @gmail.com
aware that most e-mail programs notify the recipient that a Read F| B “a@gmail.com
Receipt has been requested and asks if they want one sent. D Emal | e ss@arnail.com
@ ets-weblogic.Fhda.edufactiveroster4/activemilli . vow soro e sw semmm suari— raer J
6 Type in subject New E-mail Message
7. Spell Checker is now part of Active Roster T el
X . From: ActiveMail Development, donotregly@fhda.edu
8. Attachments can be added to e-mail using the browse button w B .
—_— 0: Edit Recipients | S1 recipients
9. Click Send button at the top of the form to send e-mail SerienIoon W SR e AR U
’ Request Read Receipts: [[] Request a read receipt from each recipient (recipients may reject your request)
10. A confirmation will display. Subject:
Attachment: Browse...
Attachment: Browse...
Attachment: Browse...
« » B &®@ B I § L
Bk o= QX

Sucesss! X

Message sent successfully!

OK
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E-mail History:

To view a list of e-mails sent from a particular class Roster, click on the Menu on the left of the roster and select E-mail

History from the drop down menu.

Foothill—De Anza Community College District

Menu

Mail History
@ Refresh

Double-click on a message to view its contents and recipients

Date Sent Subject Attachment 1 Attachment 2 Attachment 3
05/15/201303:41 PM = Sample E-mail

04/25/201309:12PM | Integrated Accounting Assignment #2 Integrated Accounting ...

04/15/2013 08:47 PM | Acct1A

04/115/2013 10:00 AM | Integrated Accounting Project

04/115/2013 01:34 AM | Monday Lab Assignment Integrated Accounting ...

04/08/2013 08:53 PM | How to register, Greensheet, Calendar Student Registering yo... = 1ACCT1A Greensheet ...

1Acct 1A S 13 MF 830.xs

X v

) Essentizls
40 Add Cedes
E-ail Histcey

OK

To view an e-mail and the list of students it was sent to, click twice on the one you
wish to view.

Tip: When copying from another source (such as a
Microsoft Word document) and pasting your message
into the e-mail text box, some browsers cannot handle
the embedded (and invisible) formatting. The cut and
paste icons are grayed out which means you can not
use them. If you try to paste, a pop-up window will
appear where you can paste the item. All formatting
will be removed from the text before it is placed in the
body of the e-mail. The best practice is to attached
documents and type in a short message to students.

Add Codes

There are several ways to access and print Add Codes:

1. Select Add Codes from the Menu drop-down list. There is then an option to
View the list, export it to Excel or Print the list.

Mail History

&= Back to Message List
Date Sent
From
Subject
Attachments
Message Text

Recipients

Student Name

April 25, 2013 09:12 PM
——tthda.edu

Integrated Accounting Assignment #2

1: Integrated Accounting Assig. #2.xlsx, 14405 bytes

This assignment is due next Tuesday.

Student E-mail

2. Tosimply print the entire list, select Add Codes from the Print button drop-down list.

Note:

® Add Codes will not work and allow a student to add a class until the first day the class

meets.

® Add Codes are to be used by the student to add the class through MyPortal.

® They can be used only during the current quarter’s Add period.

® When a student uses an Add Code to add the course, his/her name will appear on the list.

[ — mail.com
Q yahoo.com
@] com
O g Mail.com
Q m————mmyaho0.COM
(%} om
(] gmail.com
] yahoo.com
Q 100.C0M
Q = - IImE_S———_—00.Com
o = =
OK
Add Codes X
Add Code Status
0017 Redeermed by f’
0141 Redeemed by
0286 Redeemed by
0325 Redeemed by
flmn Radaamar huI — Ll;l
Export Excel | Print Close

® Once the quarter starts, Add Codes will over-ride the class Cap. In other words, instructors can add more students than listed in class

schedule if desired.

To order additional Add Codes contact:

De Anza - Barry Johnson at 408-864-8722 - johnsonbarry@fhda.edu

Foothill - Roland Amit at 650-949-7238 - amitroland@fhda.edu or

Henry Jung 650-949-7004 - junghenry @foothill.edu
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Instructor Generated Drops and Withdrawals

Instructors can use the Roster to drop students who are registered (listed as registered on roster), but do not show up for class. The drop

button is only activated between the first day of class and the last day that a drop will result in a *“W” grade. Both dates are listed on the
Essentials display.

20° ActiveRoster

To drop a student(s): Term: 2013 Spring De Anza | CRN: 00002 | Title: FINAN ACCOUNTNG I | Course: ACCT DODLAOY | Days: MTWTH
i o [ |
1. Display the Student Roster. 2 B *E @ |

Menu Print  Export

Refresh Deselectall '"®' ut-Sont | - Exel

2. Check the box next to student(s) you wish to drop by clicking in

the box. The students will be highlighted in yellow to help you S £ Slidentame ™ Sl — 2’::;6
avoid dropping the wrong student. & ———cimail.c... Registered
(=] memss—————lobal.net | (510) == Registered
3. Click the Drop Students button. Note this button is grayed out if no TBICH 200 Mm— 2018 e
tudent hecked ! (408) e Registered
stuaents are checkead. ] o (408) mms Dropped
| e (408) Registered
4. The Drop Students screen appears with a list of students  — —
to be dropped. Confirm that the list is correct by clicking
Drop Students X

the Drop button.

[ The following students will be dropped from the course. Please confirm, and then click "Drop".
Note: Only currently registered students may be dropped.

5. Drops now happen at the time you click the Drop button. You will || p First Name Last Name Drop Status ‘
be asked to wait (a second or two). The Drop window will display || 201
“Waiting to Drop” and then display “Successfully Dropped”. You 0 = =
can then click the Done button. Their Registration Status will

Cancel Dro

Drop Students X
The following students will be dropped from the course. Please confirm, and then click "Drop”.
Note: Only currently registered students may be dropped. " " .

_ change to “Instructor Drop”. Be aware that there are times when
ID First Name Last Name « Drop Status . " Y .
501 — SUscasstilyDopped a student is not “Successfully Dropped”. In those cases you will
200 Successiully Dropped receive an error message. Students who are taking a class for the

third time can not be dropped and must receive a grade. If you
believe that you should be able to drop a student, please contact
- Admissions and Records.

Census Reporting

Official enrollment for Article 7 concurrent sections is determined by the number of students enrolled on the “Census Date”. Itis very
important that all instructors certify an accurate list of students enrolled in their class. For a twelve week class the census date is the third

Monday of the quarter. Classes of different lengths will each have a specific census date that is listed on the Active Roster’s Essentials
screen.

Instructors teaching “Positive Attendance” classes are not asked to do a census, but are required to record and report, with the class
grades, the actually number of hours their students attended the class.

The Process:

1. Priorto the Census date you should drop any students who do not show up for class. Drops are processed immediately.
2. Three days prior to your classes’ census date you will receive an e-mail reminding you of the census date.

3. Also during the three days leading up to the Census and until you push the “Sign Census” button, you will see a reminder message
when you view your class roster.

important Messages

‘_" 5 Your course census certification is due on May 15, 2013, Please drop any no shows before census
—<ts day so students are eligible for refunds, and the college does not collect apportionment in error.

20° ActiveRoster

Term: 2013 Spring Foothill | CRN: 45| Title: EE S esss——————— Cour'se: C ST | Days: T | Time: 06:00 PM - 09:50 PM | Room: &
= ¥ — 3 [ B
f _ T s—— A . 4 =
oy g s AlZ ~ = I3 Al
& = izla 3 — 2 &
Menu Filter : E-mail Print Export 3 5
& Refresh  Select All 2 Multi-Sort Shidsits 2 Excel Options  Exit
I— | ID: Student Name E-Mail Phone Status Add Date DropAitidraw Date Grade ',
~ 100 Eme—— commmmms(@sbeglobal.net 4085 03/06/2013
= | 1= L | O — g @gmail.com BS0ETT 03/10/2013
AC [——— = e @amail.com 408 03/11/2013
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4. On Census day, your student roster screen will un-gray the Sign Census button. Please review the list of
enrolled students on the roster. If there is anyone you feel should be dropped, do it now.

5. Youare now ready to certify your census. Simply, click the Sign Census button. The system will display a
confirmation and your signature will be recorded electronically. When you click OK and return to the ros-
ter, the Sign Census button will be grayed out.

6. You will receive an acknowledgement message. Also, when you close the roster and return to your list of
classes for the quarter, the Census Signed? Column will indicate if you have signed your census.

Thank you confirming your census report. Your signature has been recorded for
Admissions and Records.
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