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Instructions for “Download All Class Rosters” into Excel 

 

Important note:  This process is used to download all class rosters at once into Microsoft Excel only.  

Gradequick users will need to follow their existing procedures to download their class rosters into 

Gradequick.  However, all instructors might find the Excel download useful as a roll sheet for the first 

day of class.  It lists all enrolled students in alphabetical order followed directly by all waitlisted students 

in the order they registered.  Also, each section for a given instructor is on its own separate tab at the 

bottom of the screen, so all class rosters can be downloaded at once. 

1. Log into PiratesNet using your network name and PiratesNet password 

 

2. Go to the faculty menu 

 

3. Select “Download Class Roster” 

 

 

 

4. Log in using your standard NETWORK password, not your PiratesNet password 
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5. Click the link to “Download all class Rosters (Excel)”  (not each individual section) 

 

 

6. Choose to “Open” the file so you can view it. 

 

 

7. You will get an (annoying) error message – Click YES! 
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8. You will get an Excel file showing course information and important dates followed by student 

names, phone numbers, email addresses, etc. 

 

You can use this as a roll sheet by adding columns for class meeting days, or use it as a 

gradebook by adding columns for class assignments, etc. 
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9. Note that the “Status” column shows enrolled students (N) followed immediately by wait-listed 

students (Wait) in registration order.  This should assist on the first day of class. 

 

 

10. At the bottom, notice the tabs – each section for a given instructor has its own page! 

Click on each tab to open and view its contents. 

 

 

 

 

Tabs for each section for this instructor 

 

 


