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FACULTY CENTER - CLASS ROSTERS, EMAILING STUDENTS, PERMISSION NUMBERS
REFERENCE GUIDE

INTRODUCTION

The Faculty Center is the one stop for faculty to access information regarding their class schedules, exam
schedules, rosters, permission numbers or email students. It also contains new functionality with easier

navigation.

Access to the Faculty Center is automatically given to any instructor with a class assignment. This reference
guide focuses on Class Rosters, Emailing Students and Permission Numbers.

Accessing the Faculty Center

1. Go to: http://www.csun.edu
2. Select the + sign for the myNorthridge Portal.
3. LOG IN to the myNorthridge Portal with your username and password.

4. Select the Login button.

Figure 1 — myNorthridge Portal Login

myNorthridge PORTAL LOGIN

Username: | |

Passwaord: | |

Forgot User D Password

5. On the Faculty tab, from the Student Administration pagelet, select Faculty Center.

Figure 2 — Faculty Center Link

my Northridge

Student Administration
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« Class Search
. EQ - i
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6. The Faculty Center: My Schedule page displays (Figure 3)

Figure 3 — Faculty Center: My Schedule Page

Faculty Center
My Schedule
Fall Semester 2011 | CSU Northridge change term | | My Exam Schedule
Select display option: (®) show All Classes ) show Enrclled Classes Only
— P C—
My Teaching Schedule > Fall Semester 2011 > CSU Horthridge kS
Class Class Titla Cap EI_-MI Eam Days & Times Roam Class Dates
nrl | Seats
fi§ MATH 92-02 DEVELOP MATH I 35 0 S Mo\We 12:30PM - Sigrra Hall 262 Aug 29, 2011-
' T1s002) [Lecture) 114580 Dec &, 2021
§i5 MATH 92-13 DEVELOR MATH I 3 27 3 Ma\We S:304M » Junipaer Hall Aug 29, 2011~
' [15735) (Lecture) 1014 54M 1107 Des 9, 2011
i MaTH 93-33 DEVELOP MATH LI 32 27 S MoTuWe S:00AM - Sierrs Hall 285 Aug 29, 2011-
' (156321 (Lactura) 9:254M Dac 9, 2011
Waekly Teaching Schedule (Calendar Viewl Go to tep
My Exam Schedule > Fall Semester 2011 > C5U Northridge (RS
Class Class Title Exam Date Exam Tima Exam Room EnmlL!dJ
MATH §2-08 . ; 3 12410/ . .
I.‘!";T;;g,. |asve.on MATH [ (Lecture]  |12/10/2011, Saturday S:00AM - 11:004M a0
T |oe~.-e-.oo MATH If (Lestura) | 12/10/2011, Saturday 9:004M - 11:004M 27
% |DE'..-E-_OD MATH I (Lecture) 12/10/2011, Saturday O0AM = 11100AM 27
Weekly Exam Schedule (Calendar View Go to top

ACCESSING THE CLASS ROSTER

A class roster is generated for each active class. It contains information pertaining to a particular class section

and includes the following:

e Basic information for the class (days, times, room, instructor, enrollment capacity, current enroliment).

e Class Detail (class number, status, units, etc.)

o Alist of students enrolled or dropped for the course.

e Student information (names, ID #s, academic level, program plan).
¢ Email Notification options.

¢ Alink to view/create permission numbers.

¢ An option to add/update an incomplete contract.

e A printer friendly option for printing the roster.

e A way to download the roster to MS Excel.
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1. Select the Class Roster icon for the class you want to view. This icon displays whether or not

students are enrolled.

Figure 4 — Class Roster: Class Roster Icon

My Teaching Schedule > 5pring Semester 2011 > C5U0 Horthridge I (R

Tot Rem

Class Class Title Cap Enrl Seats Days & Times Room Class Dates
Hp [ esyesecooi THESISORGRADRI 32 32 O TEA TEA Jan 24, 2011-
" 13315551 [Supervisicn) May 13, 2011

Clasz Roster icon

2. The Class Roster displays (Figure 5).

Figure 5 — Class Roster Components

Class Roster

= MATH 92 - 08 (15003} change class I

DEVELOPMENTAL MATHEMATICS I (3) (Lactura)

Days and Temas Roam Instructor Diates
MalWWe L2130PM-1 4500 Siarra Hall 26E Ralph Ades 082 I0LL -
12092011
Barmission Humbars

5o To TEWS Svslgm

*“Enrollment Skatus | Enrolled bt

Enrollment Capacity 35 Enrolled 30

Enrolled Students

: Grade Academic
¥ ] = Plan =
Matify | ID ama Basks HUnIh Program an -~ Subplan ‘L i Add DE Imeomplete Cantract
il 0 e [on | RO e e Frashman |06/06/2011 |Add
Crd/Ma Undergraduate Cradit - PR
zi [ Cod 3.00 | ranhic Dazign Frashman 05/10/2011  Add
Crd/No Undergraduste Cradit - A s
i O Pk 300 o iea] Eclanca Frazhrman [(04/12/2011  Add
Cord Mo Undergraduate Credit - SrEae
4 O Crd 3.00 Managemant Fraghman 06/08/2011 Add
Crd/MNo Undergraduate Credit - = PN I
5 D Crd 300 Pra Cinama and Telavision Arts Frashman 05/06/2011 Agd
Saleck &1l Clawr 21| il Eagtar Dol
notify selected students | natify all students |

3. To customize the view, choose the appropriate enrollment status from the Enroliment Status

dropdown menu (enrolled, dropped, all).
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4. To download or print the class roster, refer to the Printing & Downloading section in this guide.

5. Select the green, change class button located at the top of the page to select a different class, or use
your browser’s back button to return to the Faculty Center.

Emailing Students From The Class Roster
An email notification can be sent to the entire class or just a few select students. This is done from the class
roster itself.

Note: At this time, it is not possible to include an attachment in SOLAR. If you need to include an attachment,
use Faculty/Staff email (Webmail) or other email client. The addresses noted in the BCC field in SOLAR can
be copied and pasted and used in the email client you are using. However, if you have a large class you may
need to break-up the recipients into two separate emails.

To send a notification to all students:

1. From the class roster, select the appropriate status from the Enroliment Status dropdown (Example:
enrolled, dropped, etc.) This is important because it will determine the student group that you see listed
in your roster.

2. Select the Select All link to select all the students in that grouping.

3. Select the notify selected students button.

4. The Send Notification page displays (Figure 6).

Figure 6 — Class Roster: Send Notification Page

Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.

Hotification from

From:

i | |

v
‘_l Spell Check
Subject: =From the desk of

Message Text:

i[>

SEND NOTIFICATION

Return to Class Roster

Faculty Center — Class Rosters, Emailing Students, Permission Numbers Page 4 of 11 California State University
01/25/12 Northridge



The To: field can be edited if you wish to use a different email address.
Edit the Subject field if needed.

Complete the Message Text field.

Select the green SEND NOTIFICATION button.

® N O

To send a notification to individual students:

1. From the class roster, select the appropriate status from the Enrolilment Status dropdown (Example:
enrolled, dropped, etc.) This is important because it will determine the student group that you see listed
in your roster.

2. Select the Notify checkbox for each student you want to send a notification to.
3. Select the notify selected students button.
4. The Send Notification page displays.
5. The To: field can be edited if you wish to use a different email address.
6. Edit the Subject field, if needed (see Figure 6).
7. Complete the Message Text field.
8. Select the green SEND NOTIFICATION button.
Printing & Downloading

The roster can be viewed as is, printed or downloaded.

To Print:

1. Select the Printer Friendly Version link at the bottom of the class roster, and print as you normally
would.

Figure 7 — Class Roster: Printer Friendly View Link

lza| O S |l e | Uncataack ate Condh Freshman 04/22/2011  |&gd
lze) O coe| l2igalHncarandtate CradR Frazhman 04/13/2011 |42
3 Crdjtie Undargraduste Cradit - e
{22, O crd 200 oy Cinema and Talevision Arts Frashman 103/27/2011 | &dd

Salgct all  Claar 2l Clags Rogter Cownload

notify selected students I notify all students ]

Printing Note:

Some users have experienced printing problems. If you experience problems printing your roster (blank pages,
partial pages, etc), please refer to the browser workarounds noted on the next page.
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Browser Workarounds

Browser Suggested Workaround

Chrome After selecting the Printer Friendly Version link, use the following keyboard
commands to select and print the roster (PC users - Ctrl + a, and then Ctrl + p) (Mac
users - Command + a, and then Command + p).

Firefox 3.0+ After selecting the Printer Friendly Version link, (PC users - right click on screen)
(Mac users - Ctrl + Click on screen). Select This Frame, and then Print Frame. This
selects and prints the information on the page.

Internet Explorer 8.0 After selecting the Printer Friendly Version link, use the following keyboard
commands to select and print the roster (Ctrl + a, and then Ctrl + p).

Safari After selecting the Printer Friendly Version link, (PC users - right click on the screen)
(Mac users - Ctrl + Click on screen), and then select Print Frame to print the roster.

To Download:

2. Select the Class Roster Download link at the bottom of the class roster to begin the download
process (Figure 8). Pop-up blockers must be disabled to download the roster.

a. If you receive a security warning, permit the download by following the instructions provided.

Figure 8 — CIaiRoster: Class Roster Downlo_ad Link (to Excel)

| Crd/He Uncargraduate Cradit - 5 g
|28 0 cd 3.00 mr:f“m“ otk Frashman 04/22/2011  |add
529 O oMo | g [Enceroracuste Coash 2 Freshman 04/15/2011 | Agd

Is Crd/Ha Ungargraduste Cradit - Fop i
;;0 0 Crd 309 org Cinama and Telavisian Ans Freshman 103/27/2011  |add

sqlect &l Clgar s -
Eelact )l Clearall Class Sogter Covnload Sonter Frigndly Version

notify selected students | notify all students |

3. The Class Roster Download page displays. Select the appropriate file type for the download.

Figure 9 - File Types

NRSR0044- Class Roster Download

Download results in | Excel SpreadSheet CSVTextFile XMLFile J(62 kb)

[ 1-27 of 27 i

CrNo  Ades,

b 23 FRESHMAN  UGCR Fre-comuter MATH 93 33 15632

Atasl GrU. Roh 500 MTW 0200 0925 SH285 76 487 2011 FALL b du

21 38 FRESHMAN  UGCR Marketing MATH 93 as 16632 g:ﬂ‘dn g‘::sh L 5.00 MTW 0800 0925 SH285 76 487 2011 FALL ¢ n.edu

CrNo  Ades,

X Jigh - 54 FRESHMAN  UGCR Engineering MATH 93 3 15632 cru Ralph L 5.00 MTW 0800 0925 SH285 76 487 2011 FALL ¢ du

4 1 96 FRESHMAN  UGCR Undecided MATH 93 X 15632 g?NUQ ';ZT;‘_‘ L 5.00 MTW 0800 0925 SH285 76 487 2011 FALL v edu

5 : 98 FRESHMAN  UGCR Art MATH 93 33 15632 g:fNUO ';:El:psf"\ L 5.00 MTW 0800 0925 SH285 76 487 2011 FALL r .751@my.csun.edu
|
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4. The File Download dialog box displays. Select the Save button to save the file to your computer or
portable device.

Do you want to open or save this file?

@ ] Name: quxls
3l Type: Microsoft Excel 97-2003 Worksheet, 19.0KBE
From: emsdevl-reports.calstate.edu

Open ] l Save ] [ Cancel

[] Aways ask before opening this type offile

5 While files from the Internet can be useful, some files can potentially harm
\gf your computer. If you do not trust the source, do not open or save this file.
What's the risk?

Permission Numbers

Permission numbers can be viewed and/or generated from the class roster. Once generated, Faculty give
these numbers to the students for admission to the class. Students use the number to add the class or register
for restricted classes. Numbers are valid until used or until the expiration date indicated on the page.
To View or Generate Permission Numbers:
1. Select the Permission Numbers link at the top of the class roster to view or generate permission
numbers (see Figure 9, below).

Figure 11 — Permission Numbers Link

Class Roster

¥ MATH 92 - 08 (15002) change class |
DEVELORMENTAL MATHEMATICS I (3) [Lectura)

Days and Times Room Instructor Dates

MoWWae 120308M-11438M  Sierra Hall 268 Ralph ades DE/28/2011 -
12/08/2011
*Enroliment Status | Enrolled »
Enrallment Capacity 33 Enrolled 20
Enrolled Students find | 71 Fiest B 30 or 30 0 Lage
Grad 1 = Acad
Hotify | 1D Name e Units | Program = Flan - Subplan P vmm;ﬂdd Dt Incomplete Contract
|Basis |Level |
— CrdiNe am | Undergraduate Cradit - SE/OE/20T e
O Crd T |Undacided Frasnman 0o/0M2011. jaad
= Srdy Mo nm  Undergraduate Sredit - A e L
2| E ord 3001 0 e Dasign Frashman |05/10/2011 | Add
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2. The Class Permission Numbers page displays (see Figure 12).

In the Assign More Permission Numbers section, specify Expiration Date (if different from the
default date).

Enter the amount of permission numbers needed in the Quantity Needed field.

Adjust parameters as needed however the default options are the recommended.

Select the Generate button to create the permission numbers.

The new permission numbers will display in the Un-Used permission numbers section.

Select the Return button to return to the class roster.

w

© NG A

Things to remember:

¢ Once generated, permission numbers are handed out to the students and used during online
registration.

e Each number is unique and should be given out only once.
e Once used, numbers will appear in the Used Permission Numbers section along with the
student’s ID and will also include Issued By and Issued Date information.

Figure 12 — Class Permission Numbers Page
orACLE

Favorfes  Man Menu o Sef Senate » Facully Center > Hy Schadule

Class Permission Xumbers

Fall Ssmauter I011 | Reguler Beadamic Jauias | CHU Nodbridge | Undergraduate

BUS FOGEHG - 01 (¥825]) FRAUD PREVENTION Retum

Aumign More Permission Numbers

Expiration Dated [12/22/2011 " Guantty Neaded:
Pedrmsnisin Wald Fos E:'ﬂu-d [ P ir.-q-oul-- Piat et El:mu-l Mequiesd
Generate
[#] Owarrids Carser E'!m Time Beriod eaesiate

T e e e
i Un-Ueed Permission Numbers

Geenarnl bk I Loy

Parmisnion
Parman & Expire On [isswed [sawed By lsswed Dats :.!-I.:.:! '*:‘-_:;--;i-:.:rl :..':.‘:-.;r 1= :":L"" .!.'1-':?:.:
1 160433 12/a1/2011 - - 11/02/2081 5] ] =) =] [+
2 4154 12/23/2011 [# = = =] =
3134189 12/23/2011 = [= =l [ =
4 20213 12/2372011 = (53 =
Update

d Gued Permission Humbeis

umsns faseon Sxdeniio ams | Dxedisedn jaed  [cled Seaatias Consant Qracida P
133447 paroesao1 - & a L il b b ¥ ¥
4510246 127082011 L] - L L ¥ ¥ ¥ ¥
1TE42T 12/08/2011 o = 2 ™ ¥ . v ¥
321317 13082011 - T — ¥ ¥ W ¥ w
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Viewing Permission Numbers:

e Un-Used permission numbers will display in the Un-Used Permission Numbers section and will
include Issued By and Issued Date information.

e Used permission numbers will display in the Used Permission Numbers section and will include the
Student ID once used along with Issued By and Issued Date information.

Note: The Comments tab, although visible in this screenshot will not be available until December 2011.

Course Indicators

Course indicators can be accessed from the class roster.

To View Course Indicators:
1. Select the View Course Indicators link located at the top of the class roster.

Note: The View Course Indicator link will only display if a course has course indicators.

Figure 13 — View Course Indicators Link

Winter Session 2011 | Extension | CSU Northridge | Undergraduate

= PSY 282 - 01 (10063} change class |

FRINCIFLES OF HUMAN FACTOR (3) (Lecture)

Days and Timeas Room Instructor Dates
MoTuWeTh S:00AM- Sierra Hall 380 0170372011 -
12:20FM 01/20/2011

Eermission Mumbers

View Course Indicators Select this link to view course indicators,

*Enrollment Status | Enrclled W

Enrollment Capacity 48 Enrolled 43

Enrolled Students

Grad
HNotify|ID Hame ra_ # | units Program - Plan - Subplan
Basis
Undergraduate Cradit -
I Graded| 3.00 5 0 o oy
Undergraduate Cradit -
=z I Graded | 3.00| 58 o oy

2. The Class Roster with Indicators page displays.

3. The information can be downloaded to Excel. Select the Download icon to begin the download
process.
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Figure 14 — Class Roster with Indicators Page.

Class Roster With Indicators

Winter Session 2011 | Extension | C5U Northridge | Undergraduate
PSY 382 -01(10063) PRIN HUMAN FACTOR

Download Icon

Course Indicators

Student ID Name PSY 150
. ! |

Find | () =

| cs1s5 | pas1ss | Encl 185

AAS 155

Al U\-|U| - u|n -

4. Select the Return button to return to the class roster.

Viewing Class Detail

Class detail can be viewed at any time by accessing the class roster. The Class Detail page includes:

e Class Status (open, closed, etc.)

¢ Unit information

o Meeting dates & times

e Enroliment Requirements

o Class Attributes

¢ Enroliment info (class capacity, enrollment total, available seats)
e Class Notes

From the Faculty Center:
1. Select the class title link in the Class column for the class you'd like to view (see Figure 15).

Figure 15 — Viewing Class Detail

Faculty Center

My Schedule

Fall Semester 2011 | CSU Northridge change term I My Exam Scheduls
Select display option: @) show All Classes () Show Enrolled Classes Only
it &
My Teaching Schedule > Fall Semester 2011 > C5U Northridge
Class Class Title Cap I—T.?:I E;::‘ Days & Times Room Class Dates
ﬁ; MATH S2-08 DEVELOP MATH I 35 30 5 MoWe 12:30PM = Sierra Hall 268 Aug 29, 2011
‘{15002 {Lactural 1i45PM Dec 9. 2011
DEVELOR MATH I 30 27 3 MoiWe 9:30AM - Juniper Hall Aug 29, 2011-
(Lectura) 10:43AM 1107 Daec 9. 2011
DEVELOP MATH II 32 27 S MoTuWe Bi00AM - Sierrs Hall 285 Aug 29, 2011-
(Lactural 9r25AM Dec 3, 2011
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2. The Class Detail page displays.
3. Toreturn to the Faculty Center, select the Return to Faculty Center link.

NEED HELP?

Contact the IT Help Center by phone (818-677-1400), online at (http://techsupport.csun.edu), or in person in
(Oviatt Library, Room 33).

I —
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