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View and Email Myself the Class Roster 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
WebAdvisor Class Roster 
link. 

 
2.  To select a section roster, 
click on a section name link. 
 
 
 
Alternatively, you can select 
older terms by selecting a 
term and clicking the 
SUBMIT button. 

3.  Your selected class section 
will be displayed. 
 
NOTE:   
• A status of New or Add 

means the student is 
registered for the class. 
 
NEW – registered before 
the semester 
 
ADD – registered during 
the Add period 
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STEPS SCREENSHOT 

4.  To email yourself the class 
roster, scroll down to the 
bottom of the roster and check 
the box for “E-mail copy of 
currently displayed roster to 
me” and click the SUBMIT 
button.  

5.  An email will be sent to 
your SAC.EDU or 
SCCOLLEGE.EDU email 
account with the attached 
Excel class roster. 

 
6.  Depending on your email 
client, right click on the 
attachment and save it to a 
folder on your hard drive. 
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STEPS SCREENSHOT 

7.  Once saved to a folder, go 
click on the downloaded 
Excel file to open up in Excel. 

8.  When prompted, click the 
YES button to open the Excel 
file. 

9.  Your class roster opens up 
in Excel.  You can now 
format the roster as needed. 
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View My Teaching Class Schedule 

 
STEPS SCREENSHOT 

1.  From the Faculty 
Information menu, click the 
“My Class Schedule” link. 

 
2.  To select a roster: 

A. Select the term in the 
drop-down menu  
 

B. Click the SUBMIT 
button. 

3.  Now you can view your 
class schedule. 
 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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View Student Contact Information 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“Student profile” link. 

 
2.  Enter the student’s ID or 
SSN in the appropriate field 
and click the SUBMIT button. 

3.  View student contact 
information. 
 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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Submit Grades 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“Grading” link. 

 
2.  To select a term: 

A. Select the term in the 
drop-down menu  
 

 
 
 

B. Click the SUBMIT 
button. 

3.  To select a class section: 
A. Click the radio button 

next to your class 
section. 
 
 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 

1. In the Final Grading screen:  
A. Enter a grade for each 

respective student in the 
Grade column fields. 
 
A - Excellent 
B - Good 
C - Satisfactory 
D – Less Than 
Satisfactory 
F - Fail 
P - Pass 
NP – No Pass 
I – Incomplete (see 
notes on next page) 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 

2. After submitting the 
grades, the Grading 
Confirmation screen will 
display your final grades. 

 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this grade 
confirmation for your 
records. 

 

NOTE:  For Incomplete 
grades, the system will 
automatically enter a one year 
expiration date upon 
submission.   
 
After the expiration date the 
Incomplete will turn to a Fail 
grade. 
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Dropping a Student 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“Faculty Student Drop” link. 

 
2.  To select a term: 

A. Select the term in the 
drop-down menu. 
 

 
 
 

B. Click the SUBMIT 
button. 

3.  To select a class section: 
A. Click the radio button 

next to your class 
section. 
 
 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 

4. In the Faculty Student 
Drop screen: 

A. Click the check 
boxes in the Drop 
column next to 
each respective 
student you want 
to drop from the 
class. 
 
 

B. Click the SUBMIT 
button. 

5. After submitting the 
drops, the Student Drop 
Confirmation screen will 
display your dropped 
students. 

 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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