DONNELLY COLLEGE Self-Service for Faculty

Viewing Your Class List

You can display a list of the students who have enrolled in one of your classes.

1. Select the Classes tab.

2. Select the Enrollment menu item.

3. Select the Class List option.

4. Choose Select Course.

5. From the list of years, terms, and sessions, select the course.
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Downloading Class List Information

You can download information about the students, who are attending one of your course sections, to a
file.
1. If you have not already done so, follow the instructions for Viewing Your Class List to display the class
list information you want to download.

Select Status

2. Make sure that you Select Status to display the desired list of students. GO |
3. Select the Download option. |

4. On the Class List Download window, select the Download Format:

Select To Download the Data in this Formatv

HTML In an HTML file. For example:

Microsoft Word In a Microsoft Word (.doc) file. For example:

Microsoft Excel In a Microsoft Excel (.xls) file. For example:

Updated 8/113/2009 Questions? Jaime Fuentes jfuentes@donnelly.edu xt289

To report problems use the ticket system at http://helpdesk.donnelly.edu
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