How to View/Print a Section Roster

To View a roster on Colleague if you do not need to print you can go to the RSTR (Academic Roster Inquiry) mnemonic.
After typing the RSTR mnemonic in the quick access box at the top of the screen you will see a lookup box for course section. You will then enter in the course prefix number and section.  Select “Ok” 
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You should then be able to see a screen that lists the student names and Colleague ID numbers that are registered for the course.
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To Print a roster you will need to go to the SROS (Section Roster) mnemonic. This screen offers you various different criteria to enter on the screen. The simplest way is to type in the term 2007FA and then under sections list the course and then save and update. 
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Once you save it will take you to another screen that shows you how it will be sorted by just save and update through this screen. 
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On the next screen the first line will state "Output Device" change that "P" to an "H" because the "P" status sets it to print to a line printer and you want to print it to a local one. Once you have done this select save and update. 
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Next save and update through the next screen that comes up. 
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You will then see a box come up that says processed. 
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Select the finish button. 

You will then see a report browser that shows the list of the students registered for the course you selected. Then you can print that to your local printer by selecting the first printer (Print Local) button. When the print screen pops up you will want to change your font size to 9 point and the layout to landscape. It is recommended to make these changes so that the information viewable on the screen will print out in its entirety. Once you have printed the report you then will close this window by clicking on the red box in the upper left hand corner of the browser.
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