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MyCampus Tip #3: Exporting Class List to Excel

Need to export your class list to Excel? Follow these simple steps.

Step 1:
Log in to MyCampus .
: Faculty | 1 1 1 1 1

Step 2 re: Faculty > Home

Click the Faculty Talwhich brings you

to the Faculty Course Control

page' Instructions and
s

Step 3 Bl View Details View My Faculty Schedule

) ) Course Control

For each course, choose dassListin ———— *  rall2007

the drop-down area Go Directly To . [ZHN | course s N 50 Daciivito
hirses BCIS 4332 01 Bus App Develop v Select Area ... ~
hes BCIS 4370 01 App Syst Devel Select Area ... v
bups BCIS 4395 01 Internship Select Area ... v
y Courses BCIS 6225 B Software Engine Select Area ... v

*Please NoteBetween semesters the incorrect term may be displayed. Click ViewDetailswhile in the
Faculty Course Control  window, select the correct term in the pull down, and Click Search

Step 4:
Class List will display the page below. Click the Export to Excedption.

Faculty Course Control - Class List

Faculty Course Control > Class List
Course: BCIS 4332 01 ~

Course Details Fall 2007 | Undergraduate | BCIS 4332 01 | Bus App Dévelop
Faculty Meets Dates Rooms

8/22/2007 -12/5/2007 MAIN/ DAV/ 103

dl
@ Export to Excel ‘Email All Students
Class List Fall 2007 | Undergraduate | BCIS 4332 01 | Bus App Develop (1 students)

:E'*Ipf‘t Student '!5;“""* Status Email C"’s’c listed Grade Type Major Grad? Class
Step 5:

On the File Download dialog box you have the option to Click Openor Save Openwill open the Class
List immediately in Excel. From Excel you still have the option to save the file.



