STEP 1: Retrieve Your Class Roster Report

1. Loginto ASAP and go to Faculty Services.

2. Scroll Down towards the bottom of the list and click on “Download Class Rosters, Grade Rosters, etc..”

A Faculty Services - Microsoft Internet Explorer.
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Detail Class List

The Detailed Class List includes datail information about thoss studsnts who have registared for your dlass, such ss what thei collage, department, and major is prasently.
You can click the htm link ambedded in the student?s name vhich takss you to the phona and addrass information available for each student.

Summary Class List

This list gives you summary data on each studsnt who has signed up for your dlass, such as their college, department, and major. You can click the heml link ambeddsd in
tha studant?s nams, vhich tskas you to the phana and addrass information availabls for azch studant

Class Photo List

This list gives you a photo of each student who has signed up for your dass

Mid Term Grades

Mid-term grades are required for all first-time freshman students, The Registrar?s Office vill send you a rester of these students. While you can submit Mid-term grades
©on other students in your classes, it is only required for first-time freshman students. Mid-term grades are only submitted during long semesters (fall and spring). Since
Mid-tarm gradas are anly tamporary. thay 46 mot rollinto Acadamic Histary and thrsfors da not bacame part of th StudEnE?z parmanant acadamic racar
Requirements for Removal of Incomplete Form

This vab page vill allow you to electronically submit  Requirements for Removal of Incomplate Form ta the registrar's Office. This form must ba complated before an
Incomplets Final Grade can be assigned to a student,

Final Grades

Final grads submission via the b wil be consistant vith Univarsity policy: the only diffsrence is that thess gradss ill be submitted slectronically instead of using paper
forms. Faculy shouid antar inal oradss for Ehair students on the veb wihin 42 hours afier the final examination period. Click the Kelp icon ocated at the uppar rght side
of thase web pages to view the &

Look-Up Classes
Student Menu

The Student Menu allows you ko view parsonal information about the student?s in your dass, such as their address, phone, and email information if available.
Upload Your Grades from a File

This aption is aspedially helpful for faculty vith large class sections, 25 it allovs them to upload their grades diractly from a text fils into Banner's Wab for Faculy systam:

hovwever, faculty members who have their grades recorded on file can also use this option for uploading grade reporting directly into Banner.
L ters, Grade Rosters, etc.

= = PowsrPoint demo that shovs faculty hov option.

‘ Download Class Rosters, Grade Rosters, etc

This option links faculty to the BusinassObjects Enter

Poszzd reporting system and sliovs the dovnloading of class rostars, grade reports and othr studant
=1 onlly access their ovn classes, using their Banner ASAP User [0 and PIN. For security reasens, remote access

from off-camp 3te Network (VPN) access.

Athlete Progress Report

This vill allov Faculty to Complata Progress Reparts for thoss studants who are sthlstes
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3. Once at the Business Objects Enterprise Screen, use the following login information:

Log On to Bl launch pad

@
SAP BusinessObjects

. . Enter your user information and click Log On.
a. System . neWt. 6400 (If you are unsure of your account information, contact your system administrator.)

b. Username: faculty
c. Password: UTSA-1234 System: [nent:5400

User Name: |faculty

Password: [esssssess

4. Click the “Log On” button.

5. On the left side of the screen, a menu will appear.
a. Click on the plus sign (+) next to the “Public Folders” folder.
b. Click on the plus sign (+) next to the “Faculty Reports” folder.
c. Click on the words “Class Rosters”
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Class Roster - Single CRN - Fullname - For Grade Upload Use.rpt
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Class Roster Contact Information for a Single CRM.rpt
(lass Roster for a Single CRN.rpt

Class Roster Sorted by Registration Activity Date.rpt
Class Roster with Multiple CRNs

Class Rosters

Faculty N report - SUMMARY

Final Grade Roster (Includes Grade Changes) - Single CRM.rpt

Static Grade Roster - Multiple CRNs - Fullname - Grade - Graph.rpt
Static Grade Roster - Multiple CRNs - Fullname - Grade - NoGraph.rpt
Static Grade Roster - Single CRN - Fulname - Grade - Graph.rpt
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Static Grade Roster - Single CRN - Fulname - Grade - NoGraph.rpt
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Crystal Reparts
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6. A list of Class Roster Reports will appear on the right side of the screen.
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Class Roster Contact Information for a Single CRM.rpt

Class Roster for a Single CRM.rpt

Class Roster Sorted by Registration Activity Date.rpt

Class Roster with Multiple CRMNs

Faculty IM report - SUMMARY

Final Grade Roster (Indudes Grade Chanages) - Single CRM.rpt

Static Grade Roster - Multiple CRMs - Fullname - Grade - Graph.rpt
Static Grade Roster - Multiple CRMs - Fullname - Grade - MoGraph.rpt
Static Grade Roster - Single CRM - Fullname - Grade - Graph.rpt
Static Grade Roster - Single CRM - Fullname - Grade - NoGraph.rpt

7. Choose a Class Roster Report and Double Click on the Report Title.
8. You will be prompted to enter additional information.

The information you are prompted to enter will depend upon which report you chose.

Enter Yalues

Please enter your Banner ID: FacultyID

Please choose the Term (ex. Fall 2005, Spring 2006, Summer 2006, etc.): TermCode

Please enter the CRN: CRN

a. BannerID: This is the banner ID of the instructor.

b. Term: Be sure to enter it exactly or the report will not run. (ex. Fall 2006)
i. Semester must be lower case with the first letter capitalized (i.e. Fall).

ii. One space between semester and year.
iii. 4 digits for the year (i.e. 2006).

9. Click on the “OK” button.

Type

Falder

Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
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STEP 2: Print or Export Your Class Roster Report

Pop-up blockers must be turned off in order to print and export.

1. There will be a menu bar across the top left of your report screen.

Print
SAP BusinessObjects

Export

Home | Documents | Clags Roster zﬁngle...
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TO PRINT
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1. Click once on the Print Icon.

=

2. Click the “Print” button.

TO EXPORT
1. Click once on the Export Icon.

File Format Section =)

A dialog box will appear:

Print Setup [
[ Printer
Name: HP Officejet Pro 8600 (Network) A Preferences
Status: Ready
Location:
Comment:
~Page Rang:
@« Al Number of copies: 1 3:

" Current Page
" Pages:

Enter page numbers and/or page ranges
separated by commas. For example, 1,5-12

 Collate

[~ Printer Paper

ILetter

IAutumaﬁcally Select

~Option:

Page Scaling:

Report Page Size:

Letter

IDo Mot Scale Report Page

[V Center the Page
™ Fit Horizontal Pages to One Page

™ Print Flash Objects Far Current Page

Cancel

Print I

Apply

A dialog box will appear:

Export

File Format:

Page Range:

Crystal Reports (RPT) -

To:

@ All Pages
Select Pages

From: l:l
]




2. Inthe “File Format” section, click on the drop down list and choose the file format you wish to export to.
Your options include Microsoft Excel, Word, and Adobe Acrobat.

Export St

File Format:

POF .

Crystal Reports (RPT)

PDF

Micrasoft Excel (97-2003)
Micrasoft Excel (97-2003) Data-Only

Pag

Micrasoft Excel Warkbook Data-only
Micrasoft Ward (97-2003)
Microsaft Ward (97-2003) - Editable
Rich Text Format (RTF)

park
Separated Values (C3W)

HML

3. Click the “Export” button. A “File Download” dialog box will appear:

File Download &

Do you want to open or save this file?

FK'F Name: ePortfolio.pdf
Type: Adobe Acrobat Document
From: utsareporting.utsa.edu

Open ll Save ]l Cancel ||

While files from the Intemet can be useful, some files can potentially
ham your computer.  you do not trust the source, do not open or
save this file. What's the risk?

4. Click the “Save” button. A “Save As” dialog box will appear:
savens 2] ]
Save i [ () My Dacuments 3 e N A

Adobe () Turbo Lister
I2) Comman 1 Drive [CUTSA ASAP FAQ's_files
=) History [C5)WFF - Call Center Overview

) NSCYideos

) Pocket_PCS My Documents
|2) Readiris

) Student ASAP

File iame: |CRN-Dovnload_E sample.sls | save |
Saveastpe:  |Miciosoft Excel Workshest | Cancel

2|

5. Choose a directory or folder to put your Class Roster File in and enter a file name.
6. Click the “Save” button.



