Foothill-De Anza CC District
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My Class List - Banner Guide for Faculty

(Print Roster & Attendance Sheet, E-mail, Export to Excel and Add Codes)
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Display Class List (Roster)

From Faculty Tab:
1.

Click on MY Class List which is listed under Faculty Portal

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

~.

My Class

Select a Term:

E201CI Summer De Anzai v]*Gc!

2010 Summer De Anza
2010 Spring De Anza

2010 Winter De Anza

Faculty Portal Services 3 2009 Fall De Anza

== by Contract RELEASE: 1.0 2009 Summer De Anza
'Y Review and approwe your District contrack

.,:“'-"..; My Grades

T3 Submit grades for the quarter 3. Alist of your classes for quarter selected will display.

.32 My Clads Lisk e : 1 4. Note that this screen displays the basic information about
View clagzes, student ragtars, samnd s-rmail to . . .
students, and downlioad Excel the class such as CRN (Course Registration Number), Day & Time,
My Off Hion . .

@ B R Status, Units, Maximum enrollment, and number of students by

a searE bl SaR e A ClaEE status (Enrolled, Withdrawn, Dropped & Waitlisted).

o Lock up dasses for a quarter 5. Click on the class link and the class roster will display.
My Class List
[EHE| Selecta Teem: | 2012 Winker De Anza =] Gal

Instructor; Marma Maiero

O P EDOOZPOL 01517 PLLATES MAT EXERCISE MW 0930 0M-10:20 M Cpen 32 32 a 10 o
Dy P EDOO3501 01530  SELF DEFEMSE MW 12:30PM-01:20PM  Cpen 32 iz C 9 o
Dy P EDDDGSKDZ  D1557 | CARDIO KICK TTh 0120 PM-0ZI20PM  Cpen 43 g =1 14 u]
D& P ECD11.01 D1570 | STRETCHING M@ 08:30 aM-09:20 M  Cpen 3z 23 =1 7 o
D& P EDDO2POZ | 30440  PILATES MAT EXERCISE Th 12:30PM-01:20FM  Cpen 3z 32 4 13 o
DA P EDOOGED | 21149 | CARDIO KICK M 01:20 PM-02:20 PM Open 45 43 4 7 1]

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.

7. Toreturn to the faculty tab, click on the button in the upper left-hand corner of the screen.

Back to
Faculty Tab

=+
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Ongtar 01494 | CARDIO KICE | P E DOOEEOZ | 2017 Sprng O Anza | TTh | D130 P - 0220 PM | PE1S
& Situdent Fisber
. K Exp
T : e 3
BelacDediiai]  Flleor T s __ . E-irendl| Bl Prini Eni#
3 all r Mut-Son weeinm Laal Ehodlants i e S
Eugerd ID Sludanl Mams Dircgdsit rawy Db
4 1 (= T Dxahoo.c o LD A
o 2 I a wl com Ll Diisfgesd NAMBIF012 DA WA 3
[7] 2 L d abacom A0 DUDB2012
- A i A e o
2 r Fair 1 i} I ol Ll HE LAt}
—— 2 L a aEggmail BSF DUDRE0T 2
1 = BT TORFRgEO COIT LS LEL U LR i) b
=

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.
The various roster functions are initiated by button on the left or top of the list of students.
If a student is dropped or withdraws, the date of the action displays.
When grades are entered they appear on the roster.
Students on the Waitlist will have a Status of “Waitlisted” and a number under Wait Seq. 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 have their status changed
to Registered.
Waitlist numbers will not always be sequential. If you have two students with the same number, please
contact Admissions and Records.

e W

Essentials

The Essentials button on the left side of the screen will display the screen below:
The Essentials screen tells you:

Essentials

e last day to add the class. See o
page 7 for Add Code Course Atiributes
. . Course CRP 01517
instructions. & B Codes et o
e Drop days: The last day a & DapSuidents  Max Encollment: o L—
A E ] ey Last Dy fior fdds: January 22, 2012, 11:59 PM
student can be dropped and B Emallsseny erisus Date: Januaey 23, 2012, 11:50 AM
. f . 3 Preferences Last Day for Refund January 22, 2012, 11:59 PM
still get a refund, without a @ oo it Dy for Do Wi Joha BR Sty A
MWH grade or W|th a ”W” !I e Last Dary far Drops: March 02, 2012, 11:5% PM
grade. Enrollment Caunts
° The CenSUS Date — see more Regreterad Incompleta  ‘Withdrawn Drooped Wanh=stad AudEng
32 Studenbisy 0 Studenks) 8 Studeni{z) 10 Student{=) 0 Studenk{s) 0 Student{s)
about Census on page 8.
.y Schedule
e For Positive Attendance
| h . Mo, . Insbructor Foom  Start Time End Time  Start Daba  End Data
¢ asses’ t € maximum 01 s PE11U 0930 48 1020 0 03/009/2012 03,/30/2012
number of hours you can give

to a student. This line will not

display if you are not required to report Positive Attendance for the class being viewed.
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Printing

e Your Attendance Sheet

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 now print a pre-formatted attendance sheet for every class from Active
Roster.

1. Click the Print button and select the Attendance Sheet from the = i
drop-down. | x
2. Llarge classes may take several pages to list the registered L F'r_lnté S
student. 5 ~ | Spreadshest
3. Regular weekly classes will list the dates the class will meet Phane | ™ Print Black & White L—_.m
starting with the date that the form is printed. 408-271-7] & Frint Celor ii'fﬂ
4. Distance Learning/Online/TBA classes will not have the dates 408-750-4] E1 Print Attendance Rapor 41
included. 408-648-8600  Hegistered 1 2020
5. Classes that meet every day, Monday through Friday, will not = : =

have all of the meeting dates on the form the first time you print it. You will need to go back and print the
form again on the day that you need a new attendance form. Each form covers nine class meetings. A class
that meets twice weekly for 12 weeks will require that you print the form again before the tenth class

meeting and again before the 19" class

Attendance Sheet Date 4/4/2012 Instrisctor & meeting. You can print the form as often

Term .::-;'_:.:_?fn' - Course CHEM FI30A01 | CAN 204396 | Tite SURVEY OF INORGANIC/ORGANIC CH asyou wish. In the future a Iandscape

Jime |10:00 A 11:50 AN o BERT oo, Main Campus, 5015 version of the form will be available. It

Accounting Mathod: Weskly Cansus will provide room for fourteen class

Session Typa: Lecture and/or [Heoussion meetings.

Stondeint Manse Studeidt 1D | 04005 | 04/11  04/16 | 04/18 | 04/23 ) D4/25 | 04/30 | 05702 | 0507 | Total 6. You can print the form as often

= l‘:: ' | | as you want to.

i -

’ 113 _ _ _ How to Use the Form

g = e Instructors of Positive
Attendance classes should record the

EhR i number of hours (rounded to the nearest
quarter hour) that each student attends

each scheduled class. This can then
serve as your input when you enter your grades and hours at the end of the quarter.
e Instructors can also use the form for recording grades, assignments and attendance.

The Completed Form
e At the end of the quarter, enter all totals.
e Sign the form on the last page and initial each additional page.
e  Turn the form into Admissions and Records where it will be scanned and stored as a digital image.

Your Roster
1. To print the roster as displayed, click on the Print button, second from the right on top navigation
bar.
2. A new window or tab will open displaying a version of the roster which allows you to use the
browser print facility.
3. Click OK.
4. Close the print window.
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o =l
Sorting the Roster e
There are three options for sorting the roster: Bl
1. Click the top of column you want sorted. In the example above
Student Name was the sort column. All Students

2. Select from options provided by Filter drop down list. To view your
Waitlisted student in order, use the filter to view Waitlisted Only
and click on the top of the Wait Seq. column to put list in order of
the waitlist sequence number.

3. The Multi-Sort popup window will appear when you click on the
Multi-Sort button at the top of the Roster.

0 The field selected for Column A will sort first, then Column B
and Column C.
0 You can sort on one to three columns.

O Click on Apply.
4. Restore Last button a\the

Registered COnly
Dropped Cnly
Wiithdrawn Cnly
Wiaitlisted Only

Auditing Cnly

Pelutlti-Sort

T sort thie roshar gaid by ruktiple columins select the fiekos and desned sort order, and then dide apoly, Sorting

top of the Roster, is usedto
restore the sort order of t

& spphed i 8 top-to-botbam order witf cobumn A being the highest priongy.

Ciodamin A Resgetration Statis | ¥ Bzrerdrg T Descencing
rF)ster to the same as the last —— — - —
time you used the Multi-Sort

Cobanin (| |=| & ascendng 1~ Descendng

feature without reselecting
Multi-Sort.

Reegity ation Stabus
A Date

Exporting Roster to
Excel ot

Walt Seq,

Click Excel Spreadsheet button on the upper right hand corner of the screen

Eosiar P s ] s e et
s - AT = i L
: e 2% < - ¥ : = (]
BelactCesaiact  Filter -mail Salected  Tools Excel
-5 pEine P h =
Al _ Mul-Sort  Restore Lasi Shudents = U ooreadenes

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.

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 i[5 [

Meed help? Click for Uzer Instructions, Census
[nstructions, Attendance Sheet Instruckions, or
contack the ETS Call Center at (408) B64-8324.,

On-line Faculty Forms: Part-time Faculty Paid Offica
Howrs fiorm, Ihcomplete f'chr.;fr "urrn Fon'hlll
Grade-changa fomm, and [

form, all in POF fnrn at. hICIT._. ThE Part- tlme F-EII:u":'.'
Paid Office Hours program applies to the Fall, Winter
and Spring terms only,

(De Anza only ) For faculty Admissions & Records
information, zea the current term Dates and
Deadhnes on the Information for Faculty Web sita.
Download a copy of the Addendum to Census List
fiarm.
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1. Display Roster for class.
2. Use sort options to narrow down list.
3. Check the box next to student(s) who you want to send an e-mail.
4. The button: Select/Deselect All is a toggle which will check or uncheck all of the boxes next to the student
names listeq.
5. Click E-Mail pelected Students {)utton.
ea Coge One] N My Cls 102 PRT— =
Gilumdend Lex
v Elr = R L E ‘_f: 2 T £
Sudent ID Elugesr Marme - E-Mml Fhaone Stahss oo Diate Droph®idras Daie =] wWiad Seg
1 1 tgmiail coen  408-343 I8 201
1 C L 27 4Eyahoo com ELD-B43 B
| S £ 450 e
1 r Esbegional r E50-955- Lre-s]
1 ] 16 @enrginbaing  A0E-355- Le's ]
T FTDggmat com 510304 IS0
z Fgrai coem 405521 BVZD
= o T SFEl B B50-504- TR
g — o - B2 1
1 T I Gaaric com 408-TE1- (222011
1 — 4 Eomailson SR
1 DOOEaho0 Cor 408836 FZSE
6. The E-Mail box will display:
Creating E-mail:
1. All e-mails will be sent as blind copies,
the recipient will only see their name
2. Click Add Person button and then enter ] Ensd abeses
name and e-mail 0 -
3. To remove a name from list, click on ; Il oom
name and click Remove Person button -~ . : e =l
4, The return e-mail address will be your Filfpey
FHDA e-mail address i
5.  To receive a copy, do not uncheck the ikl
Send Me a Copy box. At £
6. Check Request Read Receipt if you want " B Iy " a- A E X 0@
an e-mail confirming that the e-mail was R . R
read. Be aware that most e-mail T T CER———
programs notify the recipient that a Read
Receipt has been requested and asks if
they want one sent. =
7.  Typein subject E-mail
8. Spell Checker is now part of Active Roster i Message sent!
9.  Attachments can be added to e-mail using the \3)
browse button
10. Click Send button at the top of the form to J_h
send e-mail
11. A confirmation will display
Contact for corrections/comments/ additions: Susan Malmgren, malmgrensusan@fhda.edu Page 5 of 8
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To view e-mails sent from a particular class Roster, click on the E-mail History button on the left of the roster.

Date Senl

E-rnadl History
E-mais you sent for this courss and isted balow, Newest messages e ot the top,

FM tesling again
FM sl

JLPM st

SEM Testing E-rmail Histary Functon

AW Sending a Tesl Message FacuityBannarPriniRosier pdf

Subjec tlackmant 1 Aftachrment 2

| boster 1012

Each e-mail can be viewed by clicking on the date and time sent link. The e-mail history list also displays the e-mail’s
subject and file name of any attachments. Click on the Date Sent link to display the e-mail.

To return to the list of messages, click
the Return to List button.

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
results can be strangely
formatted e-mails. If you
encounter this problem,
save your source
document as a “Plain Text”
document before copying it
to your e-mail message
box. The best practice is
to attached documents and
type in a short message to
students.

E-mail History

Message Datals

From: Joseph Smithworth - smithworthjosephi@thda. edu
Subject: Sending a Test Message

Date Sent: 10/04/2010 02:36PM

Attachment 1: Week One Assignment pdf

Attachment 2: nfa

Attachment 3: nfa

Message:

Attached is your assignment for first week of school. Please prepare one image for class critique on
Friday._

Recipients:

Tweety Bird syvelsler@anl.com
Albert Channey manc@cceapply.ong
Milk Chocolate chacrmd@ee capphy.ong
Father Christmas nnnngEhotmail.com

Contact for corrections/comments/ additions: Susan Malmgren, malmgrensusan@fhda.edu Page 6 of 8
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Add Codes

Click on Add Codes on the Active Roster to display:

Aa| Conden
Click Priet 1o Prand st of Add Codes

Comrye Add lijthasiraiien Codey

fern: 17 e O An s 1 pEre P i 0032 aid

CRN: 11581

itk NG

545 Pt sz Eiindl it 1 HPE

[ L AL e ¥
Chck Add Codes  Pestedan:  Sped 18, 2012 - 1038 2M
buttan o desplay
lisg ||’I,I"'.n|'| & Discizemer: Tha avadlabie add mdas hat appaer on s pags are oely accwaio orthe tme this reoor wae gersratad. It
stodent uses an aacsina that Eudanms may have LS thair sdd oodo ta regstar for the aousme ol that tma, Pleosa keeo detalad notes on
Add Coade ta wii ih sl coBed pou Risd Gein ot B dhudents b edad posfadic

regishir Far your
class, e

mEme vl ap:ea:’ il | pedw fibadui J Gibelead Mo | rocdemied
on the Fst zann Fecieemed b %
(R3] Felaamiad by O
b Fecisemed b B
gciganad by &
FO47 Eemi i
{LER | dvall ks
17an e il

LR40 Bsallabhe

A printed list of Add Codes will not be distributed to you the first day of school. In its place you will print this page
by clicking on the Print Report button at the top of the screen.
e Add Codes will not work and allow a student to add a class until the first day the class meets.
e Add Codes are to be used by the student to add the class through MyPortal.
e They can be used only during the current quarter’s Add period.
e When a student uses an Add Code to add the course, his/her name will appear on the list.
e 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.
e 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

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 ActiveRoster 21053 | DRAWING 11 | ART FOO4BOIW
activated between the first day of class and the

last day that a drop will result in a “W” grade. Both | 2% crudernt Roster Student Roster

tiveRoster

dates are listed on the Essentials display. [@ Essentials Roster
To drop a student(s): &2 Add Codas — k. 2la
. SalechDeselect  Filter Multi-Bart
1. Display the Student Roster. &, Drop Students Al = Uitk 50T
2. Check the box next to student(s) you wish to B E-mail Hhstory
drop by clicking in the box. : Sludentin.  {cErERamna s
Oreferences ]
3. Click the Drop Students button. 8 Preference il C——
4. The Drop Students screen appears with a list % Refresh H 1 C =
of students to be dropped. @ Helo | = C
& Close Roste ) 1 =
1 F
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5. Click Drop Selected Students button to submit list of drops. Dropped students will receive an e-mail
documenting the drop. You will receive an e-mail receipt as a record of the drops.
6. Drops are processed overnight and will appear on your roster the next. Their Registration Status will change

to “Instructor Drop”.

ACtiveRoster

Drop Students

i LINOQ B

-

I 2 pa

e bR

00993 | Photography Productsn | PHTS DOSZX

The students listed below are to be droppad from this dass. Cick the
"Drap Selected Students" button to submit Bhes lisk of dropped students.
Drapped students will recelve an a-mal dacumenting e drop. ¥You wi
recsive an e-mal recesnk as a record of the droos that will be mads,

g1 | 2010 Swmrmear De Anza

Census Reporting

Official enrollment for Article 7 concurrent sections is determined by the number of students enrolled on the
“Census Date”. The census count is part of the formula used by the State of California to determine our official
enrollment numbers which in turn are used to pay the District for educating those students. It is 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. Prior to the Census date you should drop any students who do not show up for class. In the past drops were
processed overnight. Now they 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 banner on your S _ —
student roster screen. e ey Ny . L

4. On Census day, your student roster Reminder: Your course census Is due Monday January 30, 2012
screen will display a new button to it
the left of the roster. Please review | « - L T g Sl b
the list of enrolled students on the ; A mui AN ] vt |+ Eemasihas
roster. If there is anyone you feel 24 et i =z =l L i
should be dropped, do it now.

5. You are 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

rooster, the Sign Census

button will no longer display.

Student Roster

SalertDewaiact
i
Sturgunt D

2C N

a0 Few

Filer
-

Studan! Mane

s
I
5 - J
E-mial Bslachad Prirt

Mulli- S0 Resiom Lag y
iti-Sor ealome Lasi Studens e 3!

E-#ai
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