PRINTING INSTRUCTIONS FOR CLASS ROSTERS:

Login to Datatel

Input SROS into the Form search.
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Once the screen is displayed, make sure the boxes outlining the criteria reflect the same Yes and No choices as this sample.

Input the Term — 2011FA

Input the Section — Example: 2011FA PHIL
If there are any sections currently listed in this field, they will need to be deleted so that your appropriate section

can be printed.
No additional selection criteria is not needed.

Press ‘Save’



A list of all the department’s active sections will be displayed:
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Depending on what version of Datatel you are using, you will need to find the ‘Seq:Course’ or ‘select all’ choice and click
once in the box. This will select all of the sections to print. Click ‘Open’, ‘Save’, ‘Update’, or ‘Save’, ‘Save’, ‘Update’
depending again on what version of Datatel you are using, to get to the next screen.



Press ‘Save’ until you reach the Sort Definition/Print Criteria. Delete all of the print criteria fields by clicking on the line
number and choosing delete when the box with choices is displayed:
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Once all of the print criteria has been deleted, Press ‘Save’ and ‘Update’ to continue.

The next screen will be the print screen and page length can be either changed or left at the default. The default prints on
letter size paper.
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Continue to Press ‘Save’ until the printing process has begun and the end has been reached.

If you need to print a different course listings within your department, you will need to go through the entire
process again with the different section selected.

Please contact the Registrar’s Office if you need assistance. We are happy to help.

Good luck and best wishes for a wonderful Fall semester.

OFFICE OF THE REGISTRAR
219-464-5212
registrar@valpo.edu




