In Order To Print Roster
Need To Download To A Spread Sheet

5. Go back to the class roster if you are not there. Click on the spreadsheet icon

*Enrollment Status  Enrolled -

Enrollment Capacity 20 Enrolled 4

|ﬁ| Send an E-Alert for stutent to receive timely assistance from Stu uccess/Retention Services

Enrolled Students Find | & T8 First Kl 1-4 of 4 I Last
Notify .iak:z D Name E;;‘_:E Units | Program and Plan Level

1 1 |1012322180|casanova,George|p/np | 2.00 ;EE;%?%E%%@S;E? : Freshman

2 [T |1012415454|Esquivel,Maria L |p/ne | 2.00 g;;é.%?ﬁf%%?ﬁ;ﬁ?rn . Freshman

3 [ |soo1z6s030 E“'E”Etejaime B/NP | 2.00 gﬁ?;ﬂf:ﬁﬂfft;u?;g??@s Freshman

4 [1 1003724994 |ofelia,Gallsrds B |P/NP | 2.00 2§§§gf_re£tgif:§%eem”g . Freshman
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6. If you get this message, just click on the message:
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= To help pretect your security, Internet Explorer blecked this site from downloading files to your computer. Click here for options...

If [E indicates vour download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File...".

Please close this window after download has completed .

7. Click on Download File

ﬁvvg

ter. Click here for options...
whnload File...

What's the Risk?

Information Bar Help

File Download
Do you want to open or save this file? - 8. This will open Excel. Click on Open
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9. If you get this message, click Yes:
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opening the file, Do you want to open the file now?
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I-. The fille you are trying to open, 'ps.xs', is in a different format than spedfied by the file extension. Verify that the file is not corrupted and is from a trusted source before
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10. You will see your roster:
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Clipboard ] Font F] Alignment ] Mumber IF]
| A1 - £ | Notify
A B C D E F G H |
1 |Motify| Early Alert 1D Mame Grade Basis | Units Program and Plan Level
Mon-Degree/Certification - PERSOMAL
2 Early Alert | 1013323180|Casanova,George  |P/NP 3|ENRICHMENT Freshman
Mon-Degree/Certification - PERSOMAL
3 Early Alert | 1012415494 |Esquivel Maria L |P/NP 3|ENRICHMENT Freshman
Degree/Certificate Seeking - BUS MGT SMALL
4 Early Alert | 5001265030 |Navarrete Jaime G. |P/NP 3[BUS MGT-AAS Freshman
Degree/Certificate Seeking - ASSOQCIATE OF
Early Alert | 1003724994 |Ofelia,Gallardo R |P/NP 3|ARTS Freshman
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11. If you do NOT like the lines and want to delete some of the columns here is how to do it.
Delete columns by selecting them individually or as a group. Individually, just click on the
column letter (example A) and click on the Home tab, group Cells, click on Delete, click on
Delete Sheet Columns.
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If you want to delete more than one column, select the first column letter you want, hold and
don’t let go of the CTRL key and click on each column (letter) you want to delete. Click on the
Home tab, in the group Cells, click Delete, click on Delete Sheet Columns
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3 * o Calibri -l A A= §||@'_'| = Wrap Text General - iji‘ ﬁ MNormal Bad
— <2 Copy B r ol ®e A= == = 8 = % s (<8 o i G Good Neutral -
el [Fanter | Lol =l == = =| Merge & Center ~ ||| h |50 4| T Cr e =
Clipboard I Font I Alignment I Mumber {F Styles
H1 - S ‘ Level
A B £ D E F G H 1 J K L M N 0|3  Delete Sheet Columns
Motify | Early Alert ID Name Grade Basis | Units Program and Plan | Level ‘ L’g Dell‘% Sheet
Mon-Degree/Certification - PERSONAL
Early Alert| 1013323180(Casanova,George  |P/NP 3[ENRICHMENT Freshman
MNon-Degree/Certification - PERSONAL
Early Alert| 1012415494 [Esquivel,MariaL |P/NP 3[ENRICHMENT Freshman
Degree/Certificate Seeking - BUS MGT SMALL
Early Alert | 5001265030 (Navarrete, Jaime G. |P/NP 3|BUS MGT-AAS Freshman
Degree/Certificate Seeking - ASSOCIATE OF
Farlv alert | 10037249494 |0felia Gallardn R IP/NP alARTS Freshman

Now to get rid of borders and add lines:

12. Highlight (choose) all the data, in the Home tab, in the group Format, click on the Borders
down arrow and click on No Border
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13. If you want to SEE the gridlines on the screen and print the lines on paper, click on Page
Layout tab, in the group Sheet Options, click on Print and View for both Gridlines and
Headings:
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14. To print, click on the office button, click on Print. @aﬁ d9- 0
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Note: if you need to send an e-mail to the student, you can by clicking on their name (if the
name is in blue that means they have an e-mail address).

15. Click on My Schedule to go back (link is at the bottom or top of screen):
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