Downloading Class Rosters

1. On the Class Roster tab, click the Download icon in the Enrolled Students section. .
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Enrolled Students i i First ("l 1-10 of 10 |”! Last
Notify | Photo| FERPA iD Primary Name Preferred Name Level

1| O B B 999999999 | Baronett, Benjamin T Junior
2l O Be [B@ 999999999 | Branjord, Brian William Junior
3 O &R |B 999999999 | Brown, Isabelle Frances Senior
4 [ EQ '@ 999999999 | Burleson, Britney Anne Junior
5| [ EQ '@ 999999999 | Dunkel, David Daniel Senior
sl [ B [B@ 999999999 | Ellis, Eric Edward Senior
71 [ E:Q '@ 999999999 | Orten, Courtney Lyons Senior
g [] E,‘Q @ 999999999 | Salnaitis, Nicole Anne Senior
s| [ EQ '@ 999999999 | Todd, Lindsey Marie Senior

10f [ E:Q '@ 999999999 | Weizen, Gretchen Helen Junior

Figure 1 - Enrolled Students Section

Note: Clicking the Download icon will open a pop-up window. If your browser currently has
pop-ups blocked, you will need to hold down the Ctrl key while clicking the Download icon.

2. On the File Download window, you can choose to either open the roster or save the roster to
your computer. Click either the Open or Save button, depending on what you would like to do
with the roster.

File Download |z|

Do pou want to open or save this hle?

|3g] ,_1 Mame: ps.xls
EEHL Type: Microsoft Office Excel 97-2003 Warksheek, 3.29KE

From: isis-cs.cusys.edu

[ Open ] [ Save ] [ Cancel

Always ask before opening this wpe of file

|-' | YWhile files from the [nternet can be uzeful, zome files can potentially
g harm pour computer. IF wou do not trust the source, do not open or
gawe thiz file. What's the righ?

Figure 2 - File Download window

Note: If your browser has pop-ups blocked, you will need to hold the Ctrl key while clicking the
Save button.
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3. If you receive a warning message asking you to verify that the file is not corrupted and is from a

trusted source before opening the file, click Yes.

M Microsoft Office Excel

AN

The file you are trying to open, 'ps.xls', is in a different Format than specified by the file extension. Verify that the File is not corrupted and is from a trusted
source before opening the file, Do you want ko open the file now?

Figure 3 - Warning message

4. If you clicked the Open button on the File Download window, your class roster will open in
Microsoft Excel.
‘ iéj s Dan
| A B C D E | F G
1 Notify|Photo| FERPA ID Primary Name Preferred Name | Level
2 | Photo |PRIVATE | 999999999 | Baronett, Benjamin T lunior
3 Photo |PRIVATE | 999999999 | Branjord, Brian William Junior
4 | Photo |PRIVATE [ 999999999 | Brown, Isabelle Frances Senior
5 Photo |PRIVATE [ 999999999 | Burleson, Britney Anne Junior
6 Photo |PRIVATE [ 999999999 | Dunkel, David Daniel Senior
7 Photo |PRIVATE | 999999999 | Ellis, Eric Edward Senior
8 Photo |PRIVATE | 999999999 | Orten, Courtney Lyons Senior
9 Photo [PRIVATE | 999999999 | Salnaitis, Nicole Anne Senior
10 Photo [PRIVATE | 999999999 | Todd, Lindsey Marie Senior
11 Photo [PRIVATE | 999999999 | Weizen, Gretchen Helen Junior
b B ]
Figure 4 - Class roster
5. If you clicked the Save button on the File Download window, a Save As window will be
displayed.
Save As @
Save in: ‘@Desklop :[ 2 i o ,
3 ()Email Template (2)
L;b |2)Unused Desktop Shortcuts
My Recent (L) Template
Documents =3 UPK 3.5 dlient
— | [C)Firebird Embedded Database Files
E ) Macosx
Desktop CUPK 3.5
() CourseDuplicate_DesignFiles
I)word
|)docProps
) _rels
My Documents "j My Network Places
'jMy Computer
& (3My Documents
My Computer
" File name: ‘ps.xls V‘ [ Save ]
My Network Save as type: lMicrosoﬂ Office Excel 97-2003 Worksheet V‘ [ Cancel ]

Figure 5 - Save As window
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