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Updating Class Rosters



m  From the class tools section, click on Roster.
Class Tools
. Instructor: Jennifer \Whitheld
Click RHere Term: Spring 2003
Roster (0 Etl_n:lentg]]
ScoreView

Edit Section Settings
Communication

Edit Student Home Page

m  Select the student(s) you want dropped from the roster.

Fullname
L1 Ayyuru, Mustafa(TA)"

Select students ¥ ¢ Godber, Daniel Arthur(TA)"

to be dropped Yilmer Kendra®
[1 Lee Sanghyun(TAJ®
[ Linhart, Jean Marig®

= and click on Drop Selected Students

Select All | Clear All
Email Selected | Post Message to Selected || Drop Selected Students

Updated 1/14/2009

<€— Click Here



Adding a Previously Dropped Student

m  From the class tools section, click on Roster.
Class Tools
. Instructor: Jennifer \Whitheld
Click RHere Term: Spring 2003
Raoster (0 Student:a]]
ScoreView

Edit Section Settings
Communication

Edit Student Home Page

m Click on Dropped to see the list of dropped students.

Math 150, section Master & Click Here
Showing: [ Current Students ||Dm;:|:te:l II All']

m  Select the student(s) that you want to add back to the roster and click on
Add.

Dropped IEa[:uIt'_p with student access (2)

Selecta Fullname .
student v l Godber, Daniel Arthur(TA) Click Here $ i
[ Kilmer. Kendra® add
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m  From the class tools section, click on Roster.
Class Tools
. Instructor: Jennifer \Whitheld
Click RHere Term: Spring 2003
Raoster (0 Student:a]]
ScoreView

Edit Section Settings
Communication

Edit Student Home Page

= On the right side of the screen click on Add Student.
/Cllck Here

Roster Course: Upload . Student Self-Enroll [|Add Student” || Group Control Panel”

= A window will popup where you can fill in the student’s information. Click
on save.

Click Here

Save
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m From the class tools section, click on Roster.

Class Tools
Click Here Instructor: Jennifer Whitheld
\ Term: Spring 2009
Roster (0 Students)
ScoreView
Edit Section Settings
Communication
Edit Student Home Page

= On the right side of the screen click on Upload.
Click Here

Roster Course:[Upload | Student Self-Enroll | Add Student” | Group Control Panel”
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Adding Multiple Students

m From this window, you can upload a file containing student information.
This file can be an Excel file (2003 or older), a tab-delimited text file, or
a CSV file. Click on “What should my file contain?” and read the
information before proceeding.

NEWV!

You only need full names of your students to roster your course.

If yvou do naot have usernames and passwords for all of yvour students
VWebAssign has a fast and easy process to help vou create them

Though not required, we strongly encourage you to include students” email
addresses in your file. This will help them to set up system notifications
receive their login information. and obtain any technical support, if needed

Click Here Need Help

VWhat should my file contain® ]
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Adding Multiple Students

m Click Browse , select the file that contains your roster information and
click Open, then click Upload file.

Math 151 Spring 2009, section 804-806 1stclick

(
l[ Browse_ |
@

Types of files WebAssign can understammd:

® FExoel| Spresadshests (Exosl 2007 users, please export to Exosl 2002, Meors info )
® iso-delimited text file

& C5V [comma-ssparated) fils LaSt CIICk

® CpenlDocument Spreadshest.

[Uplnad file

|j" | would like to copy and paste my file

m The Roster Upload — File Review page opens, where you can confirm
the information before adding it to your roster. If the roster is correct,
click Next. If the roster is not correct, click Back to restart the process,
or click Cancel to exit the roster upload process.
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= You can transfer a student, and all their work, from one section to another within
the same course, if you have access to both sections. If you need to transfer a
student to a section you don’'t have access to, contact the online homework
coordinator.

m To transfer a student from one section to another, on the menu bar, select Tasks,
and then select Roster.

Click Here

Home Assignments T (uestions -
i 10 My Classes Pa |
|_ Create.. | #8 Search | | [ Messagl - - 1
' - My Groups I

Create Cougge
My Classes

SO A

Showing: [ Past | Current Classes (73) / cdit Sect/n Setiings ]

Roster =
Current Classes

- - Download Manager [

Math 131 Spring 2009, section 2L«
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m Click on the student’s name on the roster. Select the Transfer Student tab and
select the section you want to transfer the student to.

Edit Change Password [Transfer Student l
~ Click Here

Whitfield, Jennifer is currently enrolled in Math 151 Spring
2009, section 804-806. To transfer this student and all of their

assignments, select a new section below

(& Math 151 Spring 2009, 501-503
() Math 151 Spring 2009, 504-508
(> Math 151 Spring 2009, 507-509
(> Math 151 Spring 2009, 510-512

m  Click Complete Transfer at the bottom of this window. You will be notified if some
work cannot be transferred.
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