WEBROSTER TUTORIAL

University Registrar University of California, Irvine

1. Visit the University Registrar's homepage: www.reg.uci.edu

Note: To use the Registrar's secure web server, AOL users need to minimize the
AOL browser and instead open Internet Explorer, Firefox, Safari, Opera, or
their alternate web browser of choice. Hover your cursor over Faculty/Staff,
slide to Services, and then click on WebRoster.
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Schedule of Classes g WebReg = StudentAccess Site Index

Welcome!
We hope you enjoy our new website! We would appreciate any feedback you may have.
Our old website will remain online through the end of December.

Faculty /Staff NOTIGES AND UPGOMING DEADLINES:

# Services...

» Grades...

# Course Management...
Enrollment # Classrooms...

# Mare... T
Fees

STUDENTS:

* WebRoster
* Reglnfo

Calendars

Grades & Final Exams

Saturday, November 1: \Winter 2009 Schedule of Classeg available.

Services Friday, November 7, 4:30 p.m.: Deadline to add or drop wigout the signature of your academic counseling affice, Last day tao
Request a Change drop without a "W" notation on your transcript. Check with youPNcademic counseling office for any overriding school policies.
Monday, November 10: New and continuing students - check Wwe for your Winter 2009 enrollment window.
Residency Tuesday, November 11: Yeterans' Day; campus offices closed. StudyAccess and WebReq are available.
Policies & Procedures
Privacy FACULTY /STAFF:

Additional Information Friday, December 5: Begin submitting final grades for Fall 2008 after & p.m. via WebGrades.
S Thursday, December 18: Deadline to submit final grades for Fall 2008 is & p.m. via WebGrades.

WHO WE ARE:

Registrar (rej » a » strar)

noun

an official in a college or university who is responsible for maintaining student records, issuing reports of grades, distributing official
publications, etc.

The Office of the Registrar aims to provide academic support services in an atmosphere of prompt, accurate, and friendly service to
the campus community.

UNIVERSITY RECISTRAR

E STUDENT AFFAIRS registran@uciedu = tel (94918246124 = fax (P49) 824-7294
@ 2008 U Regents 215 Aldrich Hall = Irvine, CA 92697-4975



2. To authenticate yourself using WebAuth, click "here" and enter your UCInetID
and password. Once you have been authenticated as the instructor of record,
or an authorized person to view the roster, you will be able to view the list of
classes are you teaching for the term in WebRoster.
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WebRoster Not logged in

Clig: here tofputhenticate yvourself so vou can access this program.

Mote that you must reauthorize yvourself whenever you close all of your web browser windows.

Note: If the authentication website has just now accepted your password (or at least didn't
complam that it 15 mvahd), but returned you to the same web page here that vou saw before you
entered vour password, then it's posaible that

1. Cooldes are disabled on yvour web browser.

If this is the case, please enable them and log in again so that MTACSE' WebAuth program
can store your authentication coolae for access by this program.

2. Your web browser sethings are causing your browser to store a copy of this page m its
cache directory on your hard drive, without bothering to contact our server as to whether a
newer page is available

Tou can easily check for this by clicking wour browser's Reload button

If the program then responds correctly, you need to change your web browser's caching
preferences. Here are directions for Netscape or Internet Explorer:

Netscape: Click Fdit / Fraferences on the menu bar, and then the "+" nesxt to the
category Advarnced Then click on the sub-category Cacke, and make sure Every fime is
selected under Docusment in cacke is compared io document on neiwark.

Internet Explover: Click Toois / fnierne: Options... on the mem bar, and then the
Settings.. button under the General tab. Make sure Every visit to the page iz selected
under Check for newer versions of stored pages.

3. View any single class roster by clicking on the 5-digit; a new web browser will
open displaying the roster..



4. Expand the top portion of your screen by clicking on "Show Options & Seating."
The default sort is by the last name of the student but you can change to any
of the other options listed., check your waiting list by checking the box next to
"On Waiting List."
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Log out
WebRoster Listing Logged in by TCLIITACS campus system
Course Code Access: Unrestricted

Show: (font size |1 00 %) [Sertby | " Hide this menu

M Student ID W

¥ Student Mame o
& Tast First T First Last Include special status students:

[T Course Code or Mumber | T | On waiting hist I" hfissed fee deadline
® Code O Mumber/Sect [T Dropped after 6th week |[T Dropped any time

" Email &Address O

[ Major &

W Class Lewvel (& Randomized Seating

W Grade Option 'a Rooml—SeIectaRDDmerSeating— j

I Enrollment Tnits O [T Reserve left-handed seats

[T Used Authorization o Additional seats needed; |IJ

Redisplay Roster Display as Text | Display Tabbed Text I Clicker Format




5. Scroll down to “Allow Other Viewers” to authorize your TA to view selected
rosters.
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Log out
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Course Code Access: Unrestnicted

Show Options & Seating | Display as Text Display Tabbed Text

TPORTANT! It is your responsibility to ensure the confidentiality of the student information listed below. Further disclosure is
governed by Federal and State law and University policy, and is prohibited without wiitten consent of the student(s). If you have
guestions, please contact the Registrar's Office at 824-6124.

Fall Qtr, 2008

WEBGRADES DEMO  Cowrse Code 95007 Allow Other Viewers
Test 14, Sec. A, 4-unit Lecture; Registrar Office
Instructors: WEBSTEE, 5., PETTIEIN, D FOIMNSECA, L
Time, Place: Tu 4:00-6:50p, TBA
Enrcllment: 8 students (ncluding 2 with a FERP A privacy block)

Student Name Ixl Opi
40663958 ANTEATEER, MARY THE FR. GR
11982684 ANTEATER, PATL ZOT FE GE

62604874 ANTEATERS, FOREVER HAFPY FE GR
50331412 STUDENT, TEST MARY LOUT FE GR
31145117 STUDENT, TEST ROBERT LEWIS FR. GE

43758856 ZOT, 4. STUDENT FR GR
35094818 ZOT, ANTEATER Z. FR GR
20223834 ZOT,B. STUDENT FR GR

Total: 8 students listed abowe for this course on Wednesday, Nov 3, 2008

Each of the 2 students listed above with red coloring has a FERPA privacy block. They may be addressed
by namme in class, but their names should not be mcluded i any public posting (1.e., seating charts),
Please contact Mark Fonzeca (942/824-5672) for more infonmation about FEEF A

Meed help? Click on any of the gt fleld labels in the options mems, or tty the WebRoster FAQ.
Cotments of gquestions about this program? Send email to registran@uci edu, or call 949/824- 7001
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Log out
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Fall Qtr, 2008

The TCInetID's of TTCT ermplovees whe are allowed to wiew
the course roster duning #his term ardy are hsted below:

Submit Changes | Click here to submit any fields yvou altered below.

WEBGEADES DEMO  Course Code 92007
TEST 14, Sec. A, d-umt Lecture

Instructors: WEBSTER, 5., PEITIEIN. D., FOISECA, L

- Enter the TA’s UCInetID

UCIneilDx Optional Comament about allowing this per . N

| - Click on “Submit Changes”
T - You can also enter a comment
el for future reference.

Fercentage of standard font size for nesxt listing |1 oo %

UCI Name Search Heedtofinda person's UCT NetlD? Try Search UCT Campas Ditectory below:

Search for UCT employes where: | name j |is j | Find | Help |

* IMote that the person's DT AetID will be labeled Aligs i UCT's Search output.
® You can enter just a first or last name, and an aslkterisk "*" can be uged a2 a wildcard match for part of the name.

Comunents or questions about this program? Send email to registran@uci edu

Additional Options in WebRoster:

1. Sort the class roster by selected criteria such as grade level or add optional

field such as students’ email addresses, majors, and grade level.

Merge multiple class sections together.

3. Generate a randomized seating chart for a class held in a large lecture hall.

4. If there are UCI Access students enrolled in your class a link will be provided
just above the class roster along with the number of students enrolled through
Access.

N



