CHAFFEY COLLEGE NEW ONLINE CLASS ROSTERS
With E-MAIL CAPABILITIES

After logging onto MyChaffeyVIEW, click on the ‘Class Rosters” option:

My ChaffeyVIEW  tcom Test
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The new online rosters allow instructors to send e-mail messages to one, several, or all students on a roster.
Some of the new features include: (1) instructors will be able to view their active rosters without having to
select a term, (2) waitlisted students will appear on the bottom of the roster in the order they were added to the
waitlist, (3) students who are repeating the course are identified, and (4) students with DPS accommodations
have a link next to their name, for quick access of the accommaodation.

LOGIN HELP

FACULTY - FACULTY MENU Welcome

The following links may display confidential information.

By clicking on the links below, you agree to abide by the Chaffey College confidentiality policy.
Important lessage from the College President: Please click on the following link to read an open letter from the Superintendent/President. Click here for message.

User Account A Faculty
What's My User ID? Class Rasters
Address Change Drop Roster (Includes Census Drop)
Show My Passwaord Hint Grading
Reset My Password Puositive Attendance Hours
Add Codes
Search for Sections
Personal Profile
RO My Class Schedule
Position Summary Early Advantage
Leave Plan Summary Do | have a Chaffey Email Account on File?
Distance Education Moodle Course Request
Faculty Forms
| Counseling
Grading and Enrollment Information - =
Census. Roll Sheets and Other Information Student Fducational Plannin
Incomplete/dn-Progress Form View Student Educational Plan

Directions for Importing Rosters using Excel 2003
Directions for Importing Rosters using Excel 2007
Grade & Attendance Roster Forms in Excel 2003
Incomplete/in Progress & Positive Attendance Infar
Email Request Form

Available rosters will display:
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FACULTY

Class Rosters

[ Piease chck an ane of the links under the column titled Section Name and Title to view a class raster. |

Section Name and Tite  Term :‘:1: g."‘: Meeting Information Location  RegiAvailWait

PSYCH.1-70555 (70555) Inteo 1o |[ 2013 0114793 || 0522113 |[ 01/18/2013-05/17/2013 Lecture/Drscussion 1.0 Ld Fx Frday 09,0040 - 11.50AM. Fanche B9/1/20
Sping Putcentive Technology, Room 105 Campus

ESYCH-1- 70556 (70556 Intea 1o [ 2013 o133 || 082213 [ 011772013.051872013 Lecture/Descussion 1.0 Ld Fx Thursday 11 004M - 01508M. | Rancho FEYETES]

Paychology Spiing Wargin Hall, Roomn 142 Campus

ESYCH-1-T0564 (TOS64) Intre o (| 2013 0143 || 052313 || 01/14/2013-06/7273013 Dist Ed-Dalayedintemet (1.0) Days to be Announced, Times to || On-Line Class || 3871/ 16
Spring be AnnouncedOnine Classes, Reom M

BSYCH-1-T04585 (705651 Intro 1o | 2013 o || osaans [ 01142013-052272013 Dist Ed-Delayedintemet (1.0) Days to be Announced. Times to || On-Line Class |[ 3872713

Baychology Spling be AnnouncedOnling Classes. Roam M

PEYCH.1-70566 (70566) Inteo 1o || 2013 0143 || 05223 | ovnanm Ed-Delayed/ {1.0) Day Times o || On-Line Class || 4070/ 12
Spring be AnnouncedOnine Classes. Room M

ESYCHA-T0367 (T0567) lotra 19 [ 2013 o143 || 052213 [ 01147201 3.06:222013 Dist Ed-Delayedintemet (1.0) Days 1o be Anmounced. Times 1o || On-Line Class |[ 2070710

Eaychology Spiing be AnnouncedOnine Classes, Risom M

|
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Click on the “Section Name and Title” link to view the desired class roster:
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» A class roster similar to the following will display:

My ChaffeyVIEW  tcom Test
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Class Roster

H You may use your browser's print feature to print this view. "

Course Name and Title Instructor Meeting Information Reg/AvailiWait
[ PSYCHA-70556 (70556) Intro to Psychology ||| 01/17/2013-05/16/2013 Lecture/Discussion 1.0 Ld Fx Thursday 11:00AM - 01-50PM, Wargin Hall, Room 142 | 4312/ 20 ]

Start Date End Date LastDate to Add Drop Grade Required Drop Deadline

[ oinana][ oszena]] 01/22/13 | 0173013 || 04110113 |
<—Select a different course section E-Mail these Students
Student Count
E-mail a copy of this roster to me (check box and then submit) (]
Choose Required Tutoring Referral
| Id State llations require an ir d lor referral for students who wish to participate in any Success Center activity. If you wish to provide such a referral for all students enrolled
in this section. check this box.
Student ID E-mail Address DPS Student Status Repeat
I E = 1 B New
Z New
Z New
Z MNew
[5 | YES New | Y
E New
Z New
E Mew
[o] YES New
E New
E New
E MNew
[13] YES New
E New Y
E New
E New
[3] YES New
E New
E New
E New
E MNew
[43] New
Show Dropped/Withdrawn Students |
Show Waitlisted Students r
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My ChaffeyVIEW

» The top of the roster displays section information such as the course title, meeting dates/times, start and end
dates, last day to add, the drop deadline, and the number of students currently enrolled.

» The box indicating faculty participation in referring students to the Success Center(s) remains.

» The new roster displays a “Yes” hyperlink in the DPS Student column, making it easy to simply click to
view a student’s accommodations.

» The status field reveals if a student is enrolled (New, Add), has dropped, or is on the waitlist (if the options
to view dropped or waitlisted students is selected).
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» |If the wrong section was clicked on, or if you wish to view another class roster, click on the “Select a
different course section” (*) link to return to the Class Roster Section Select menu.

ECom Test

[ My ChafreyVIEW

Chaffey College
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FACULTY

Class Roster

Course Nama and Titls Instr RaglAvall\Wait

PSYCH-1-70556 (70556) Intro ta Paychology | (MM || 01/17/2013-05/16/2013 Lecture/Discussion 1.0 L Fx Thursday 11-00AM - 01.50FM Wargn Hall Room 142 || 4372/ 20 ]

Start Date End Date LastDateto Add Drop Grade Required Drop Deadline
| mnans][ oszeaa] onzzing || LN} w3 |

* = Fuluct o dffersnl Seurss sechen BNl thusse Sludunls

E-MAILING STUDENTS

» To e-mail one (1) student, simply click on the student’s e-mail address on the roster:

Fisher, Derek L. 0697249 || derek fisher@aol.com N | Wait
Bryant, Kobe B. 0697252 || kobebeanbryant@earthlink.net l:i Wait

» To e-mail two or more students, click on the “E-Mail these Students” link at the top of the roster (*):

Class Roster

[ You may use your browser's prnt feature to prnt ts view, I

Course Name and Title Meeting ReglAvailWait
ﬂsth-mmmmww- O1117/2013-06/1672013 LecturaDiscussion 1.0 Ld Fx Thursday 11:004M - 0150PM, Wargin Hall, Roam 142 | 4312120

Start Date End Date LastDate to Add Drop Grade Required Drop Deadline
o143 || eseana || 12213 || [ETTED | [ TGE]

W

» Use the default option, “E-Mail All Students Listed” to e-mail ALL students on the roster, OR click the
“E-Mail Only Selected Students” option, then click in the desired “Select” boxes to e-mail specific students,
and then click the Submit button at the bottom of the roster:

Select Students for E-Mail

Section Name and Title
PSYCH-1-T0556 Intro to Paychalogy

Choose One E-Mail Options
[ | E-Mad Al Studimits Listed |
[= |[ E-tail ©niy Setected Stugents |

Select Students Status  E-Mall Addrass
7 | New | A com
r [ Hew =il com
o

The e-mail can also be sent to persons NOT in the class (such as the student’s Counselor) by entering an action
(Send to, Copy to, BCC), and the recipients’ valid e-mail address in the appropriate fields:
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The “Subject” and “E-Mail Text” fields are required. When sending an e-mail message to more than one
student, the students e-mail addresses are automatically included in the BCC field (*) to protect their
privacy. If a student attempts to “Reply All”, the message will ONLY go to the sender (faculty).

Send E-Mail

* = Required

E-mail Recipients:  Derek Fisher (derek.fisher@aol.com, Kobe Bryant (kobe.bryant@earthlink.net, Magic Johnson (magic.johnson@gmail.com

* ~ Blind Copy (BCC) all recipients

Additional E-mail Addressees:

E-mail Action  E-mail Address

|
[
|
[
[

Subject:* IWe\cume‘
Please remember to bring your books for the first class meecing. Your success
is dependent upon you being prepared! I look forward to meeting you!

E-mail Text» . RO X TRED 9 ¥

Senders Name |Paula E George Sender's E-mail paulae.george@chafiey.edu  opy (CC) yourself ¥

» After an e-mail has been sent (Submit button clicked), the system displays a screen similar to the following:

FACULTY

E-Mail Confirmation

Your E-Mad has been sent 1o the followng addresses. kns.

» After clicking OK, the screen returns to the roster screen:

Class Roster

” You may use your browser's print feature to print this view. H

Course Name and Title Instructor Meeting Information Regl/AvailiWait
[ PSYCH-1-70556 (70556) Intro to Psychology |[ MMM || 01/17/2013-0516/2013 Lecture/D 1.0 Ld Fx Thursday 11:00AM - 01:50PM, Wargin Hall, Room 142 |[43/2/ 20 |

Start Date End Date LastDateto Add Drop Grade Required Drop Deadline

[ otman3][ osi22m3]| 01722113 | 01730113 | 041013 ]
==Select a different course section E-Mail these Students
Student Count
43
E-mail a copy of this raster ta me (check box and then submit) [~

Choose Required Tutoring Referral
State require an referral for students who wish to participate in any Success Center acthity. If you wish to provide such a referral for all students enrolled

‘ [
in this section, check this box.
- ID E-mail Address DPS Student Status Repeat
L1 || AR I || sl mil com New
[2 ] AN P ﬁ el ail com New
3 [ An— [ | = Sl com New
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mailto:derek.fisher@aol.com
mailto:kobe.bryant@earthlink.net

B Text emall - Mossage (Plain Text)

Pple Lk Wew freert Fgmst Tock  Adions Heb  AddbeEOF

Important!! Signature information from Outlook TP S B AT JESEEY Y |
is NOT included in e-mail messages sent from W I

My ChaffeyVIEW. Make sure you include = e
identifying information in your message or Subject: [z e o st e o e v

» To use the e-mail functions, an instructor is REQUIRED to have a valid Chaffey College e-mail address.
Faculty not having a Chaffey College e-mail address will receive an error message telling them to submit a
Network/E-Mail Account Form (available under the “Faculty Forms” menu):

My ChaffeyVIEW  gcom Test
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FACULTY Welcome

Select Students for E-Mail

A Chaffey email account is reguired to use this functionality. If you do not have a Chaffey email account. please
submit a completed Employee Network/E-Mail Account Form to Information Technology Services. If you do have a Chaffey
email account, then it appears that information is not updated in cur database. Please contact the Information
Technology Services helpdesk at (909) 652-6789 or via email at isrepairs@chaffey.edu.

VIEWING DROPPED/WAITLISTED STUDENTS

The new online roster allows you to view dropped or waitlisted students on the same roster as enrolled students.
To view these students, simply click on the appropriate link (*) located at the bottom of the screen/roster, and
then clicking Submit.

» Waitlisted students appear on the bottom of the roster in the order they were added to the waitlist:

[40] New
E New

[42] Dropped (01/24/13)
[43] Drappad (01/24/13) ][ ¥
[44] Wait

158] Wat

E Wait

E Wait

E Wait

Show Dropped/Withdrawn Students ¥ *
Show Waitlisted Students ¥

SUBMIT

NOTE: Viewing dropped and/or waitlisted students will cause the “Student Count” to change:

Class Roster Class Roster

H You may use your browser's print feature to print this view. H You may use your browser's print feature to print this view.

Course Name and Title Instructor Meeting Information Course Name and Title Instructor Meeting Information
[ PSYCH-1-70556 (70556) Intro to Psychology || I | 01/17/2013-05/16/2013 Lecture/Discussion 1.0 Ld Fx [ PSYCH-1-70586 (70556) Intro to Psychalogy || IS || 01/17/2013-05/16/2013 Lecture/Discussion 1.0 Ld Fx Tt

Start Date End Date LastDate to Add Drop Grade Required Drop Deadline Start Date End Date LastDate to Add Drop Grade Required Drop Deadline
[ vmans][ oses] 01722113 || 01730113 || 04110/13 | [ o3[ osans| 01724013 | 01730113 || 010/13 |
z-Select a different course section E-Mail these Students z-Select a different course section E-Mail these Students
Student Count Student Count
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