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This job aid provides you with the minimum steps that you need to take in export a roster and to 
close out a roster.  In the instructor tools you can update a student's attendance, status, and 
score for the section, email students, and add notes to a student's transcript.  You must have an 
elevated role to perform this task; Course Manager, Instructor or Domain Administrator. 
 
 
 
1. On the top menu bar click on 

Responsibilities.  Now you will 
see the Custom Tools option. 

 
 
 
 
 
2. Under the Quick Links click on 

Instructor Tools.   
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3. Click on Manage Students, All Instructors, enter you search criteria and then click on Filter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. Select the course title.   
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5. To export the section roster, click on Export Roster.  A pop-up window will display and 
prompt you to open the roster in Excel.  You can save the Excel spreadsheet on your 
computer.   

 

 
 
 
6. Once a section is over and you have the final sign-in sheet, you will select Record 

Attendance, Status, and Scores. 
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7. You have two options when recording attendance for the course section. You can select 
attendance for each individual student, or you can apply a single attendance status to all 
students in the course section.  After you are done recording the attendance, click on Save. 

 

 
 
 


