PeopleSoft 8.9

Download Class or Grade Roster to Excel

Download Class Roster to Excel

To download a roster or any other table to Excel, click the box circled below that will always

be in the upper right hand corner of the table (beside view all).

Staff View

Menu =]

[> My Favarites
[ Enroll & Pay
[ Campus Community
[ Btudent Admissions
[» Records and Enrollment
~ Curriculum Management
[ Course Catalog
[+ Bchedule of Classes
[ Roll Curriculum Data
Farward
[ Enraliment Reguirements
[» Combined Sections
[ Dynamic Dates
[+ Facility and Event
Infarmation
= Class Roster

— Print Class Roster
[ Atendance Roster
[ Grading
[ Gradebook
[> InstructorAdvisor
Infarmation
[+ Learning Management
Systems
[ Student Financials
[» Academic Advising

L

Enrall & Pay Home

Class Roster

Course ID: 344364 Financial Azctg 1 {Lecture) University of Kansas
Catalog: ACCT 320 2003 Fall
Class Nbr: 10240 Section 1000 Regular Academic Session
Instructors: Chope Roger Allen

Class Roster Details
‘Enroll Stat: | Enrolled v

Faculty Wiew | Detail |

Total Students: 3

sl | A
Units . .
Student Prefered Name Grade rimary Academic Program
Taken
1

G11 4.00 Business Undergraduate
2 G111 4.00
3 CCo=NC 4.00

Liberal Arts Undergraduate
Business Undergraduate

LLReturn ta Search | [=] Matify |

The following screen should pop up if you do not have it blocked. If you do not have it
blocked and still nothing happens you may have to change some options in your Internet
browser security to allow the download.

-

[> My Favarites
[ Campus Community
[> Student Admissions
[> Records and Enrollment
= Curriculum Management
[» Course Catalog
[» Schedule of Clagses
[ Combined Sections
= (zlass Roster

[> Grading
[ InstructoriAdvisor
Infarmation

[> Set Up SACR

[ Reporting Tools

[ PeopleTools

— Basic Student Information

— Detail Student Information

— CataloarSchedule of Classes

— hange by Passwiord

— Ity Systemn Profile

File Download

Do you want to open or zave this file?

EH

Mame: ps.xls
Type: Microsoft Excel Workshest, 540 bykes
From: satest.cc.bu.edu

Open ] ’ Save ] [ Cancel

[#] &lways ask before opening thiz twpe of file

v

‘whhile Files from the Intermet can be useful. some files can potentially
harm your computer. If pou da nat trust the source, do not open ar
save thig file. What's the rigk?
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To change the security settings on your Browser to allow the file download--

For Internet Explorer--
Go to the Tools menu
Select Internet Options
Then the tab that says Security
The button towards the bottom that says Custom Level

[ iy Favorites

[ Campus Community
[ Student Admissions @ Q o °

[- Records and Enrollment

Internet Options

A to Favor|

| General| Security | Frivacy | Content | Cannections | Programs | Advanced |

Select a*web content zone to specify its security settings. e Wi R o | Custo

== Curriculum Management nh-nn-f Local intranet Trusted sites Restricted
[» Course Catalog sites _ _
[ Schedule of Classes T — University ofKangas
[ Combined Sections . . . 2006 Spring
Thiz zone containg all 'Web sites you iz . .
- Clss Roster havert placed in other zones Regular Academic Session

Roster

[ Grading Security level for thiz zone

Infarmatian
I Set Up SACR ':“C“"t“‘ . Detail
i ustom setlings.
I; ESEDE?EJEDIS - Ta change the settings. click Custom Level
_p . - To uze the recommended settingz, click Default Level.
— Basic Student Information
— Detail Student Information
— CatalogiSchedule of Classe Grade Basis Ten Primary Academic Program
 Change iy Password 501 100 |Liberal Ats Undergraduate
— by Systerm Profile [ Customlevel. | ) DefaukLevel ' d
501 1.00 Liberal Arts Undergraduate
501 1.00 Liberal Arts Undergraduate
[ Ok, ] [ Cancel ] Apply
hal | = | = ]

Scroll down the settings list for a choice called Downloads.
One of the options is Automatic prompting for file downloads.
Click the circle below it to say “Enable” then click OK at the bottom.

CANSAS :
w E\}\ \J ,\ & Pay Home Add to Favaorited
[+ My Favorites ings: Mew Window | Custorni
[> Campus Community =
[» Student Admissions i
[ Records and Enrollment
[~ Curriculum Management
[> Course Catalo . ;
> Schedule DfCIgSSES % Automatic pyompting for file downloads = — University of Kansas
[> Combined Sections 2006 Spring
= Class Roster g Regular Academic Session
C o e download
> Grading 8 Disa:lle
Infarmation % Font download
I Set Up SACR Disable Detail
> Reporting Tools Enable =
[ PeopleTools —T N = -
— Basic Student Information S 2 sstomize | Find | Wiew &1 | B Fiest 14 4.
— Detail Student Information Reset cuskom settings - |Units = -
— CatalogfSchedule of Classedf : Grade Basis Taken Brimary Academic Program
. ! e v| [ _Reset ] 501 1100 |Liberal Arts Undergraduate
— hity Systerm Profile j - : -
Go1 |1.00 |Liberal Arts Undergraduate
[ ok ][ cancel | }— oot 1100 |Liberal Arts Underaraduate
L J L J L
o | i | = |

When it asks if you are sure, click Yes then click OK again below Custom Level
Then Apply the changes and a final OK.
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When you try to download a grid using the icon

If nothing happens (the screen flashes but nothing shows up)

Goto Tools =

Internet Options

Download Class or Grade Roster to Excel

N = B KU http:/fwww. ku.eduf |V\ || X
w iIQJThe University of Kansas | I '-;P;}

Kyou log in | Email | News | Calendar | Directories | Maps

About KU Admissio Museurn/Arts  QOutreac

Search KU Web

| | weyw EFGHIJKLMNOP(

NEWS & EVENTS

(-

Click on Security Tab > Trusted Sites - Sites

f ﬂl@

Generrivacy Content | Connections | Programs | Advanced

ecurity settings.

[

Select a'web content zone to speciful

| ® @

Internet Local intrangt

L

Trusted sites

Trusted sites

Thiz zone containg Web sites that you
trust not to damage your computer ar
data.

I Security level for thiz zone

o

Custom
Cusztom zettings.
- To change the settings. click Custom Lewvel. e
- To uze the recommended gettings, click Default Level.

[ Cugtomn Level... ] [ Drefault Lewvel ] n

[ Ok H Cancel ]

P imbmuinvim s o tnm e mim e - 1
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ol
B m ~ |tz Page v |{C Tools ~
Delete Browsing History... 1
Pop-up Blocker »
Phishing Filter 4
Manage Add-ons »
Work Offline

Windows Update

Full Screen F11

Menu Bar

Toolbars 3

Windows Messenger

Diagnose Connection Problems...
ieSpell Options
iespell

5un Java Console
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Page to enter trusted site. Add the below listed site for your database, then click on the
Add button:

https://sa.ku.edu

Trusted sites

¥ou can add and remove Web sites from this zone, Al Web sites
in this zone will use the zone's security setkings.

Add this Wieh site fo the zone:

lCI_I:|_I:I:|:15:,I',l'sa.k:J.l.El:Il.l _,;) [ Add ]

Wehb sites;

Remove

Require server verification (https:) for all sites in this zone

[ Ok ] [ Cancel

Page 4 of 8 Last Updated: November 2008



PeopleSoft 8.9 Download Class or Grade Roster to Excel

For Mozilla Firefox version 3—
Go to the Tools menu and choose Options
Click on the Applications tab
Scroll down to Microsoft Excel Worksheet
Change to: Use Microsoft Office Excel (default)

For Mozilla Firefox version 2---
Go to the Tools menu and choose Options
Click on the Main tab
Under Downloads
Be sure that the ‘Show the Downloads window when downloading a file’ checkbox
is checked
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Mozilla Firefox—(allowing pop-ups)

When it happens

|I E| Firefox prevented this site from opening a popup windaow,

!

«_Allow popups For sa,ku.edu

Edit Popup Blocker Options., ..

Dion't show this message when popups are blocked

n TR L T

or before hand

Tools - Options

s_m Help  delicio.us

[ 9|

Web Search Chrl+E
Downloads Chrl+1

Add-ons

W'eb Developer L4

Error Consale

Page Info

Clear Private Data. .. Crl+Shift+Del
IE Tab Options

Options. ..

Ervmll O P Lo~

ey
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Download Class or Grade Roster to Excel

Options 3

Show ‘htkps: ffsa, ko, edu)psc)saku)fcmd=viewattach#userfile=ps, lsisdirname=Y15. ..
T
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Content
Pop up windows Exceptions

| Options

Main Tabs Conkent /  Feeds Privacy  Security  Adwvanced
i Block pop-up windows

Load images automatically Exceptions. ..
Enable Javascript Adwvanced...

Ensble Java

LS

- Fonks & Colors

Defaulk Fank: | Times Mew Roman v| Sizes |1E. v| Advanced. ..

Colars. ..

- File Types

Configure how Firefox handles certain bvpes of files Manage...

jfa

[ Ik J [ Cancel J [ Help ]

Add the below listed site for your database, then click on the Allow button:

| -]

L

https://sa.ku.edu

) Allowed Sites - Popups

You can specify which web sites are allowed ko open popup windows, Type
the exact address of the site wou want to allow and then click. Allow,

Address of web site;
| | |

Al

Site Skatus
sa.ku.edu Allo
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Faculty View

Excel download Icon

Faculty Center

Class Roster B view FERPA Ststermnent

10240 - ACCT 320 - Financial AcctgII

B Class Roster Inform

Course ACCT 320 Institution University of Kansas

Tite Financial Acckg II Term 2003 Fall

Class Number 10240 Session Regular Acadernic Session
Class Section 1000 Career Undergraduate

Component Lecture

Room Study Abrd STDY Instructor Chope,Rager Allen

*Envoll t Status | Enrolled v change

Total Students 3 Enroll Capacity

These e-mail addresses are provided to facilitate individual student contact, If vou wish to email your
whale clazs at once you should use a Course Distribution List through Angel for KUMC faculty or at
htkpiffwww, ermail ko edufdlistsf for non-KUMC faculty (Links below), This will allow vou to email your
class while preserving your students privacy,

If the FERPA box is checked you may not release any directory information about this student,

Diztribution List (Lawrence
Enrolled Students

Angel (KUMC

Customize | Find | L First El 1-2 of 3 El Last
m Student Preferred rurrent Email Grading P 5 v Student
Number |Name FERPA |Add/Drop Date Address Basis Units | Primary Program Level Photo Roster
T T T T
1 09/04/2003 311 4,00 |Business Undergraduate Senior E:Q
2 09/04/2003 311 4,00 | Liberal Arts Undergraduate Junior E:Q
3 09/10/2003 Zoo=N,C 4,00 |Business Undergraduate Freshrman E:Q

FPRINTER FRIENDLY %Y ERSION

RETURH |

ELReturn to Search | [=] motify |
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