Instructions for “Download All Class Rosters” into Excel

Important note: This process is used to download all class rosters at once into Microsoft Excel only.
Gradequick users will need to follow their existing procedures to download their class rosters into
Gradequick. However, all instructors might find this Excel download useful as a roll sheet for the first
day of class. It lists all enrolled students in alphabetical order followed directly by all waitlisted students
in the order they registered. Also, each section for a given instructor is on its own separate tab at the
bottom of the screen, so all class rosters can be downloaded at once.

1. Loginto PiratesNet using your network name and PiratesNet password

2. Go tothe Faculty Menu

3. Select “Download Class Roster”

| Faculty Information |

My Advisees

Advisees g
Class oster - m}nus @@U
Grading l O

Search for Sections

My Class Schedule

Student Educational Planning
Student Profile

My To Do List

Search For Classes

My Class Schedule

Manage E-ADD Card

4. Log in using your network name and standard NETWORK password, not your PiratesNet or
Datatel password. [Note: The first login (step 1) gets you into the PiratesNet interface of
Datatel. The second one pulls you back out to a district network site for the download.]

PiratesNet

Please use your YCCD Network usermame and Password to login.

WOT use your Datatel Username and Password.

User Name:
Password :
Select a Term: ‘201 OMSU - MJC Summer 2010

Log On

v1.02a




5. Click the link to “Download all class Rosters (Excel)” (not each individual section)

sanuersy

Faculty Class Roster

Instructions for downloading and importing files into Gradequick.
Instructions for downloading class roster inform~*
Download all class Rosters (Excel)
Facun, . .

Tip: Synonyms printed in blue (links) can be clicked for . ident roster.
Note: Gradequick users please click on a section # and use the Download File(Gradequick) link

Name Times Status
Synonym

MANAT-125-1262 1262 MSCI 213, East LEC 11:10 AM-12:15 PM Wait/15
MSCI 221, East LEC 12:256 PM-1:15 PM
MSCI 221, East LAB 8:00 AM-11:05 AM

MANAT-125-1263 1263 Human Anatomy 5 MSCI 213, East LEC 11:10 AM-12:15 PM Wait/14
8/21/2009 - 12/19/2009 MSCI 221, East LEC 12:25 PM-1:15 PM

MSCI 221, East LAB 1:25 PM-4:30 PM TTH

Copyright © 1995 - 2009 All Rights Reserved
435 College Avenue, Modesto, CA 95350 | 209-575-6550
YCCD)

6. Choose to “Open” the file so you can view it.

File Download

[¥]

Do you want to open or save this file?

i
[INEY

| Marme: xls_xml_test.xls
FH]

Twpe: Microsoft Office Excel 97-2003 Worksheet, 106KE

From: www. mjc.edu

Save I | Cancel

[v] &lwarys ask before opening this type of file

While files from the Internet can be useful, same files can patentially harm
|@ your camputer. If you do nottrust the source, do not open ar save this file,

7. You will get an (annoying) error message — Click YES!

[ Y

ROSTER

The flle you are rying to open, ds_xml_test.aspx, is in a different format than specified by the file extension. Werify

that the file is not corrupted and is fro, solrce before opening the file. Do you want to open the file now?

/
4 General Botany 4 MSTERR0E East LEC 9:35 AM-10:40 AM MW 28/5  Wait/:
1/12/2009 - 5/2/2009 MSCI 206, East LAB 2:20 PM-5:25 PM MW
Copyright ©® 1995 - 2009 All Rights Reserved

AL M allmmn Auvmiin Bladasin A ACACA | AMN CT7C oCCN




8. You will get an Excel file showing course information and important dates followed by student
names, phone numbers, email addresses, etc.

The file is not maximized at first, so click the top right button to fill the screen. (Otherwise, you
won't be able to see the Tabs in step 11 representing each section.) @ﬂm M@

bea.. Font £} Alignment = Number = Styles Cells Editing

136 - S| w

&3] xs_xml_testaspx [Read-Only]

A B|c| b | E F G H I 1 K L M N 0 P Q
29" '0675 StevRyanr 209-58 CELL rstevi STU N 06/08/200
30 22 '0714 Tale Veror 209-52 WORK  vtala(STU N 06/05/200
317 '0660 TraiElizab 209-40HOME  etranSTU N 06/09/200
32 [24 '0694 Vu Jasmi 209-24 CELL jw@ sTu N 06/09/200
3325 "0695 Vu  Jennif 209-49 CELL jwu1esTu N 06/08/200
34 26 '0026 Wai Lisa 0 209-52 RES Iwark STU N 06/05/200

9. You can use this as a roll sheet by adding columns for class meeting days, or use it as a grade
book by adding columns for class assignments, etc. Note the Access Code at the top!

A B | Cc| D| E F = H I ) K L
1 |Course Name and Ti

2 maar125-12 Aceess code for students to add
3 |Human Anatomy

a4

5 |Start Date End [ Cen Refun No "W P/NP Date Drop Date

6 |08/31/20012/1¢09/ 09/1309/27/ 09/29/200 11/20/2009

7

8 Number ID LasiFirst Phone Phone-Typ Email Email-Type Status Add Date Add Time
o1 '0699 AidcEsi A 209-24 CELL eaide STU N 06/02/200 y
102 '0686 Alfa Maris 209-38 WORK  malfe STU N 06/08/200 -
1113 '0681 Bail Bryce 209-30 CELL bbail«STU N 06/08/200 .
124 '0696 Bar: Ameli 209-56 CELL abarz STU N 06/09/200 y
135 '0691 Boc Matt 209-55 RES mbocSTU N 06/08/200 -
14 '6 '0485 Can Yesse 209-86 RES ycan(STU N 06/04/200 -
15 [7 '0356 Cre/ Danie 209-86 RES deree STU N 06/03/200 y
16 [8 '0667 Gec Mallo 209-48 CELL mgec STU N 06/08/200 -
179 '0619 HeitliY  209-54 CELL IheindSTU N 06/04/200 .
18 10 '0395. Her Chanc 209-50 CELL cherzSTU N 06/09/200 y
19 11 '0702 Lars Erik G 209-57 RES elars(STU N 06/04/200 y
20 [12 '0281 Mai Dina | 209-54 RES dmar STU N 06/03/200 .
21 [13 '0689 Nevlvy S 209-54 RES inevir STU N 06/04/200 y
22 [14 '0695 Per«Marc( 209-24 CELL mper STU N 06/08/200 y
23 [15 '0674 pitt: Sara £ 209-59 RES spitts STU N 06/09/200 -
24 [16 '0676 Roz Kristir 209-48 CELL krozy STU N 06/03/200 y
25 17 '0624 Ruiz Thom 209-53 RES truiz(STU N 06/08/200 y
26 [18 '0700 San Leah 209-60 CELL Isant«STU N 06/08/200 -
27 [19 '0632 Segi Ricar¢ 209-49 RES rsegu STU N 06/04/200 y
28 :20 :[)691 Sey Kate / 209-73 CELL ksey(STU N 06/02/200 y
20 21 NARTL Cton Ryuane JNO_SQ LI rotoanrn €T N ne/nenn _
M 4 » ¥ 1262 71263 i [

Ready =




10. Scrolling down, you'll see enrolled students with an “N” in the Status column and a hyphen

o u

in

the last column, followed immediately by wait-listed students in registration order marked with

the word “Active” in the Status column and a “W” in the last column. This should assist on the

first day of class.

= B, Y-S S R S R o B - I - R R - R, B S TR SR i R Y= R - - B R = T
b PP TS| b AL L UL
[+-]

UbZ4 Kuiz | hom 2UY-53 KES
'0700 San Leah | 209-60 CELL
'0632 Seg Ricarc 209-49 RES
'[)691 Sey Kate /209-73 CELL
70675 Stev Ryanr 209-58 CELL
'[)3’14 Tale Veror 209-52 WORK
'0669 Trai Elizab 209-40 HOME
'0694 Vu Jasmi 209-24 CELL
'[)695 Vu Jennii 209-49 CELL
'[)[)26 Woai Lisa 0D 209-52 RES
'0661 Yan Christ 209-66 CELL
'0611 Brel Ashle' 209-52 RES
'0576 Fox Leanr 209-55 RES
70714 Tro' Sarah 209-88 RES
'[)624 Ray Melis: 209-98 CELL
'0627 Bos Willia 209-89 RES
'0476 Wri Shanr 209-87 RES
'[)171 End Sibille 209-38 RES
VD}'D}’ Ran Alex F 209-57 RES
'[)}'13 Uhl Erin h 209-32 CELL
'0670 Ruiz Cristi: 209- 5 RES
'037[) Mailacqu 209-40 RES
'N522 1 6a Chad 209-27 RES

Truizg 1y
Isant«STU
rsegu STU
ksey{ STU
rstevi STU
vtalal STU
etran STU
jyu@ STU
jvul@ STU
Iwark STU
cyang STU
abret STU
Ifox@STU
stroy STU
mray STU
whos STU
swrig STU
sends STU
aram STU
euhlg STU
cruiz¢ STU
jmart STU
rleaz STLI

2 Z2 2 2 Z2 2 2 2 2 2 2

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Artive

Ub/Us/ 20UY
06/08/2009
06/04/2009
06/02/2009
06/08/2009
06/05/2009
06/09/2009
06/09/2009
06/08/2009
06/05/2009
06/08/2009
06/09/2009 03:01:23 PM
06/09/2009 08:18:24 PM
06/10/2009 11:56:15 AM
06/11/2009 12:50:13 PM
06/11/2009 09:55:43 PM
06/14/2009 10:33:46 PM
06/15/2009 03:07:44 PM
06/16/2009 12:56:37 PM
06/16/2009 03:55:25 PM
06/26/2009 10:05:02 AM
07/01/2009 12:50:44 PM
N&/12/2000 N72:30-4R PM

gz s¢2

Enrelled

Weitlisted
" Students

/i

11. At the bottom, notice the tabs — each section for a given instructor has its own page!

Click on each tab to open and view its contents.

.
48 40
49 (41
50 (42
51

IIr[.'!435 Yba Shilok 209-98 CELL
IIIr[.'r5]"i'3~ Rafi Ambe 209-63 RES
IIr[.'r525 Trai Thank 206-60 CELL

syl
ar:
ttr

4 4> M| 1262 1263 F3 4

Ready
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Tabs for each section for this instructor




