
Adding people to a roster from an existing Roster 

1. Search for the course you need to create a class for and select the one you need. 

 

2. Go to the blue menu bar and select New Class From…. 

 

3. Enter/Update all of the correct information for the new class and click save, be sure to 
click reset dates. 

 



4. Then go back up to the blue menu bar and click Open in Registrations. 

 

5. Enter the course code of the class with the roster you would like to use under the Class 
Options course search. 

 

6. Pick the class you would like from the list and click select. 

 



7. This will add it to the classes at the top.   

 

8. Highlight the class you just added and click the Find by Roster link under the People 
Options section. 

 

9. Click the ones you want or if you want all of them click Select All, then the Select button. 

 

 



10. Then go back to your classes and highlight the first one.  This then adds that roster into 
the current class.   

 

11. Change the status to whatever it should be and click the Batch Save icon. 

 

12.  When you get this message you are done. 

 


