
Faculty Center Guide                  University of Utah 

1. Log in to Campus InformaƟon Services with your uNID and password: 

InstrucƟons: 

2. Navigate to the Faculty/Instructor Services page, click on the Faculty Center (Class Tools) Ɵle. 
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3. The Faculty Center page is displayed 

NOTE: If you are assigned to teach for more than one term, select ‘change term’ to select the 
appropriate term.  
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4. To view the Class Roster, click on either the Class Roster icon next to the class, or the class   
roster link at the top of the page. If a class does not have a Class Roster icon next to it, that 
means there are no students enrolled in the class. This can also be seen by looking at the          
enrollment number under the Enrolled column. 
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6. The Class Roster page is displayed 

Change the Enrollment Status to either Enrolled, Dropped, WaiƟng, or All to view the different 
enrollment types.  
 Note: Enrollment type opƟons will appear only when there are students in that status   
 connected to the class. If no students have dropped, the opƟon of Dropped will not         
 appear. I f no students are on the wait list, the opƟon for WaiƟng will not appear.  



Page 4                                                                                                           2018 by The University of Utah 

7. The Status of All will pull in all students who have either enrolled, dropped, or are wait listed in 
the class. If they are wait listed, the status will pull as WaiƟng, and the students posiƟon number 
will be displayed in the Status Note column.  
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8. To view the class picture roster,  click on either the photo icon under the Photo column, or 
check the bullet to include photos in list.   

9. Click on the View All link to see all students. This page can also be filtered by Enrolled, 
Dropped, WaiƟng, or All. 
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10. To email students, either check the box to the leŌ of the students name, click on the students 
name to email individual students, or click on the Select All link at the boƩom of the roster to 
email all students . This can be filtered by Enrolled, Dropped, or WaiƟng students.  
 

Once students have been selected,  click on either noƟfy selected students, or noƟfy all students. 
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11. Or, to email from the class picture roster page, check the box next to NoƟfy, or select all     
students, then noƟfy selected students, or noƟfy all students.  
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12. Fill out the Message Text, and then click Send NoƟficaƟon. 


