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CONNECTING PEOPLE AND INFORMATION

Student Records
Print Batch Class Roster Reports
Step-By-Step Procedure

Print Batch Class Roster Report

Important Information

Batch Class Roster Reports are run for multiple classes. To run a Class Roster for one specific class, see the

Use the Class Roster step-by-step procedure.

Navigation

Menu > Curriculum Management > Class Roster > Print Class Roster

Find an Existing Value Page

Print Class Roster
Enter any information you have and click Search. Leave fields blank for a list of all values.

Search by: RunControl ID begins with|

7 Case Sensitive

Search I-'—'.-:I-f-an:edSearch

Search Results

First [4] 1-3of3 [}] Last

ClassManagementReport English
2 MAISSRBI English

RunilassManagementRepart English

Find an Existing Value | Add a Mew Value

Add a New Value Page

Print Class Roster

| Find

Run Control ID:?

Find an Existing Yalue | Add a Mew Value

lof5

1. To use an existing Run Control ID, click

2. Select the desired Run Control ID from the
search results.

3. To add a new Run Control ID, click Add a
New Value.

4. Type the ID in the Run Control ID field.

Note: The Run Control ID is associated only
with your Operator ID. It is helpful to
assign the Run Control ID a name that is
easy to remember so that you can find
and reuse the Run Control ID in the
future (e.g., ACCClassRosters).

5. Click _Add |
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Class Roster Page
Print Class RDSte’n 6. Confirm that the Academic Institution field

Run Control ID:  LIAISSR) Run_|

Report Manager Process WMonitor defaults tO U M I CH .

*Academic Institution:  UMICH S Ugiversity of Michigan

7. Select the term from the drop-down list in
the Term field.

Find | View All (4] 5064 [¥

Regular -

|Name

Session: I” Display Permissions

*Sort Option:

Students In The Report 8. Select the session from the drop-down list
in the Session field.

Academic Organization: ¥ Enrolled Students

Subject Area: I Dropped Students

9. If desired, turn on the Display
— Permissions checkbox to view
e a permissions in the report.

Class Status: I—;[ I” Create Class File?

B Sa-.-sl L4 Return to Ssarchl =1 notify |

specific Class [ I” Waitlisted Students

Note: The Batch Class Roster Report
cannot be run using just Display
Permissions. A checkbox must also be
selected in the Students In the Report box.

10. Confirm that the Sort Option field defaults
to Name.
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Class Roster

Page

Print Class Roster
Run Control ID:

Academic Organization:

Subject Area:

Specific Class [~

Class Nbr:

MAISSRBI

niversity of Michigan

*Academic Institution: UMICH |, Ul
“Term: Q
|Assignment
Session: lm
*Sort Option: | Mame
Select One of the Following

| [=] Notify |

Instructor:
14 Class Status:
- Sa.-el L\ Return to Search

Repart Manager Process WMonitor i |
Find | View All E 1of1 E
O Display Permissions E| E|
I” Dropped Students
I Waitlisted Students
I” create Class File?
E‘+,;:d| F UpdateiDispla:

3of5

11.

12.

Student Records
Print Batch Class Rosters
Step-By-Step Procedure

Enter a value in either the Academic
Organization field or the Subject Area
field.

Turn on the Enrolled Students and/or
Waitlisted Students checkboxes in the
Students in the Report box.

Notes:

13.

14.

15.

16.

e At least one value must be selected.

e Including “Enrolled Students” and
“Display Permissions” may result in
duplicate student information. The
information in the report is accurate,
but students with permissions may
display twice.

e Including Dropped Students in the
Class Roster Report is not necessary
because dropped students are not
tracked in this system.

If desired, type or select an Instructor
EmplID in the Instructor field.

Select the Class Status you want to
include in the report. Valid Values include:
Active, Cancelled, or Stop Enrl (Stop
Enroliment).

If desired, turn on the Create Class File?
checkbox to generate a Batch Class Roster
Report csv file (used to import Batch Class
Roster Report into Excel) for each class
returned based on the run control criteria.

Click ﬂl The Process Scheduler

Request page displays.
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Process Scheduler Request Page

Process Scheduler Request

User ID: MAISSRBI Run Control ID: ClassManagementReport

Server Name: PSUNX =] Runpate:  [04118/2008 5

[2:34:16P1

Reset to Current Date/Time

Run Time:

Time Zone:
Process List ey
Description

¥ Class Roster

: Process Name Process Type “Type *Format Distribution
SRCLSRST SOR Report web x| [POF =] Distribution

Cancel

Class Roster Page

Print Class Roster

Run Control ID:  ClassManagementReport

Reportllanager Process Wonitor
Frocess Instance 6670548

Run

UMICH & University of Michigan

“Academic Institution:

“Term: 18208 interzon7
Find | View Al 1011 [*]
Session: Regular  » [¥ Display Permissions =
*Sort Option: Mams j'
Select One of the Following Students In The Report
Academic Organization: Q ¥ Enrolled Students
Subject Area: ENGLISH & I™ Dropped Students
Specific Class [ I” Wwaitlisted Students
Class Nbr:
Instructor: [ Q
Class Status: Active E I¥ Create Class File?
& save | & Return to Search | Notify | Eradd | | B

Report List Page

List " Explorer | Administration | 2]

View Reports For

Folder: W bt Instance: ‘ to:l ﬂl

Name:r Crealean:! [l Last rq Days >

Customize | Find |

Completion
Date/Time

SR StudentRecords  04/18/08 9:224M 15754 6670481

Folder Hame

1 BR776P— GRADE REPORT

4 0of 5
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17. Select PSUNX from the drop-down list in
the Server Name field.

18. Verify Web is selected in the Type field
and PDF is selected in the Format field.

19. Click ﬂl You will automatically be taken
back to the Print Class Roster page.

20. Click Report Manager.

21. The Report List Page will appear. Click the
Administration page tab.
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Distribution Node: RPRTHNODEAIX Expiration Date: 07/29/2008

File List

Name File Size {bytes) Datetime Created

SQR SRCLSRST 6670591.log 1,379 04/21/2008 9:09:36.0000004M EDT
sr_GA70581 csv 253 04/21/2008 9:09:36.0000004M EDT

srclsrst 5670591.POF 1,878 04/21/2008 9:09:36.000000AM EDT

srclsrst 5670591.out G08 04/21/2008 9:09:36.000000AM EDT

Distribute To

Distribution ID Type “Distribution ID

User MAISSRBI

M-Pathways

Report/Log Viewer Page

List. ~ Explorer
View Reports For

Administration

User ID: WAISSREI Type: I =| Last: [1[oays vl
Status: | j Foldenl j Instance: | to: ‘

Customize | Find | iew Al| #  First (1] 12072 [ 15t

Format

Request Date/Time Status Details

= 15015 corliiplp Ml ciass oster  DHIRZ005 ?E;Z%a‘ Posted  Details
] 15754 6670481 GrageRepot 09102000 ;C';?j%a‘ Fosted  Details

B‘SE\EL‘[ All ‘gDese\ed All

[_Deete | ciick tne aslete buttan to delets tne selsciad repon(s)
Go backtio Print Class Roster

B Savel

List | Explorer | Administration

Report Detail Page

Report Detail
Report ID: 15860 Process Instance: 6570591 Message Log
Name: SRCLSRST Process Type: SCOR Report

Run Status: Success

Class Roster

Distribution Details

PDF Batch Class Roster Report

Univers ity of Michigas
CLASZ ROSTER REPORT Page Bo. 1
Ren Date 04/18/200
Run Time 14:38:37

Report ID: SRCLERST

01/08/3007 =
1 Lesatisn 2454 M

/1742007
Class Mesting Mbe

Maating Ties O30 M - 10,00 A Masting Days, Tussdsy Thursdsy

Ehwdent UL Hamy Wiluname Ynite  kyvel Pl buin oy B kil Uaty

Mg Petwindl, Ay APimndl 4,00 Freshman UG LSeA UG L&A 8 -DEC-2006
13T Preminl6, Putrick Jusia Fffstnanlt  4.00  Junier W LS UG LEA 15-DEC-2006
AVELLS Putrais, Britnay Hicols WetearS 4,00 Freshman UG Kine 0S Kines @B -DEC-2006
G95EES  Fabresd, Amands Lymn LymPiinind  4.00  Freshman UG LEA UG L&A 11-DEC-2006
9965474 Potraing8, Emly Christiss ChrutiwEME  4.00  Freshman UG LEGh UG LSA 13-DEC-2006
TS Potnissd, Dund Edeasd DunPsiminid 4,00 Freshwsn 03 Lfch 02 L8 13.080.3008
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Note: If the Status of the report reads

Refresh I

Processing, click until the

Status reads Posted

22. To view the Batch Class Roster Report
from the .PDF file, click Class Roster in
the Description column.

Note: The .PDF file will be launched in a new
window.

23. To view the Batch Class Roster Report in
Excel, click Details. The Report Detail
page displays.

24. Click on the csv file link to open the Batch
Class Roster Report in Excel.

25. View the Batch Class Roster Report and

print it from the .PDF file. Click 2 to close
the .PDF file.

Note: The Report List page is still open in the
original window. Use your explorer to
return to the Report List page.
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