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Class Rosters 
 
Your class roster is posted in real time and always reflects the latest enrollment and 
drop transactions. To access your roster(s): 
1) Click on Faculty Services 
2) Click on View Current Schedule 
3) Choose the appropriate semester from the drop-down menu 
4) Click on Roster Download.    
 
5) Choose a roster format.  Your options are: 

• Display in Browser:  The roster will appear in 
the browser. 

• Printable Roster:  A pdf document will be 
created for you to save and print.  

• Microsoft Excel:  The roster will download to 
Excel for you to save.  The data may be 
manipulated and scores, grades, etc. may be 
entered and calculated.  

 
• Positive Attendance:  This roster should be chosen if you are tracking daily 

attendance for the students.  This form must be completed and submitted at 
the end of the semester if the Attendance Accounting Method is noted as 
“Positive Attendance” in the header information on the roster. More 
information can be found  

 
• Micrograde:  If you use Micrograde software, this is the appropriate format. 
• BlackBoard:  If you are using Blackboard software, this is the appropriate 

format. 
• Turnitin:  If you are using the Turnitin software, this is the appropriate 

format. 
• Text (.txt.) file options:  Tab Delimited, Comma Delimited, Semicolon 

Delimited, Fixed Length Fields are all available for various uses. 
 
REMEMBER! 
 

 Be sure to check the information in the header of the roster.  If you feel the 
information is not correct, please contact your division office as soon as possible to 
have it corrected if appropriate. Do not wait until the end of the term. 
 

 Students must be officially enrolled in your class to appear on the roster.  Check 
your roster throughout the semester to ensure it reflects all students sitting in your 
class.   
 

 Positive Attendance Rosters must be maintained throughout the term and 
submitted at the end of the term for those classes designated as Positive 
Attendance.
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Positive Attendance Roster 
 
The Positive Attendance Roster is available to maintain a record of daily attendance 
for your students and to report the total number of hours for each student at the 
end of the term.  This form must be completed and submitted at the end of the 
semester if the Attendance Accounting Method is noted as “Positive Attendance” in 
the header information on the online roster.  
 
To track attendance of your students: 
1) List the dates of the class meetings across the top line.  Print and utilize more 

pages if necessary. 
2) Write in the number of hours each student attended each class. For example, 

1,1.5 or 3 etc. depending on the length of your class meeting time. 
3) At the end of the term, total the number of hours for each student, enter the 

total for each student in the online Grade Submission page in MySite.   
4) Sign your roster  
5) Turn in the hard copy of the attendance roster to the Admissions Office. 
 

 
 
____________________ 
Signature 
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Excel Format:  If you wish to maintain your attendance records in Excel, a 
spreadsheet is acceptable for submission at the end of the term.  Download the 
roster to Excel. Be sure that all header information as above prints on each page 
and ensure that the student name and number columns repeat on each page, as 
well as the row containing the class dates.   
 
 
REMEMBER! 
 

 Positive Attendance Rosters must be maintained throughout the term and 
submitted at the end of the term for those classes designated as Positive 
Attendance. 


