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4) To see the roster 
for a primary class, 
click the Class 
Roster icon next to 
the class.  Skip to 
page 3. 
 
To see rosters for 
related sections, 
click the View 
Sections link. 
 

1) Sign in to 
my.ucsc.edu 
 

3) Use the Change 
Term button if 
your class is in a 
different term. 
 

2) On the Faculty 
home page, click 
Faculty Center. 
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To see the roster 
for one of the 
related sections, 
click the Class 
Roster icon. 
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Sample roster spreadsheet 

 
 

Click this button to 
retrieve the 
evaluations header 
file if you wish to 
submit evaluations 
via email. 

To view students who are 
on the wait list or who 
dropped the class, change 
the enrollment status to 
“Wait”, “Dropped” or “All.” 

Click this icon to 
download the 
roster to Excel.  
The file should 
download with the 
name ps.xls.  See 
sample below. 

Click here to get a printer-friendly 
version of the roster.  Tips for 
printing from MyUCSC can be 
found at http:// registrar.ucsc.edu/ 
faqs/faculty/myucsc/printing.pdf 

Click on any 
column heading to 
sort the roster by 
that column. 
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List view of the Class Roster 

 
 
FERPA reminder: Student ID photos are to be used only for identifying students. 
Photos may not be used for any other purpose without the student’s permission. 

To view a student’s 
photo, click on the 
icon in the Photo 
column. 

Link to Photos is 
the default view for 
student photos on 
the  Class Roster. 
This option 
provides a link to 
student photos. 

Include photos in 
list displays 
student photos in a 
list view of the 
Class Roster. See 
example below. 

To view a list of 
students with 
photos, click View 
all or View 100 
(depending on 
class size. 
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There are three 
ways to email 
students from the 
class roster. 

A) To email one 
student, click the 
student’s last 
name.  Your email 
client will open a 
new message 
addressed to the 
student. 

C) To email only 
specific students, 
select students by 
clicking the box in 
the Notify column, 
then click Notify 
Selected Students.  

B) To email the 
entire class, click 
Notify All 
Students.  
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Clicking either Notify button takes you to this page. The To and From fields are populated 
with your @ucsc.edu email address, the BCC field contains the email addresses of all the 
students you selected and the subject is “From the desk of [your name].” 

You have the 
option to add 
additional emails 
to the CC or BCC 
lists. 

You have the 
option to change 
the Subject. 

Enter the message 
text here. 

You have the 
option to spell-
check your 
message by 
clicking this icon. 

Click Send 
Notification to 
send the email. 


