XNAD - PRINTING CLASS ROSTERS 

NAME AND ADDRESS ROSTERS

The XNAD screen enables the user to print class rosters for specific terms, subjects, courses, sections, instructors or divisions.

The output lists all active students or students registered within a user-specified date range (“new” registrants.)  In addition, the user can opt to print phone numbers OR email addresses of students.  

Start Colleague.  At the main menu, enter in the Mnemonic box, XNAD, and click on Go.

(Or click on XBCC(XRGM(XNAD)
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The XNAD screen opens up.
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The TERMS field  must be completed with the code for the term.  For Fall 2008, e.g., key in 2008FA.

Other fields from Faculty Member(s) to Department(s): Enter data in specifying the criteria for the roster(s).  The more information entered in the fields, the more the scope of the results will be limited. Not every field must be filled in.   For example, enter either Course or Section information, not both. Or, if you just want the rosters for a particular instructor, complete only field 2.
For example, in order to produce a set of rosters for all sections of Applied Music (MUA) for Fall 2008, the XNAD screen would be completed as in the sample that follows.
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Note the name of the savedlists created by this job:
All students:
XNAD_BTHELEN- that is,  XNAD_<my login id>

Full Time students: XNAD_BTHELEN_FT*
Part Time students: XNAD_BTHELEN_PT*

*not created if more than one term is entered on XNAD
This list name “points” to the PERSON file, and can be used on DMP to produce mailing labels to every student enrolled in one of the specified courses.

When the next screen appears as below, click on File→Save and then on Update (this tells Colleague to send your job to the network printer.)
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When the following screen appears, again, click on File→Save and then on Update.
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As the system processes your request, your screen will look similar to the screen below,  and when it is complete, you are prompted to "RETURN to continue" (i.e., hit Enter.)
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Now go to screen XESP (EasySpooler) to release your print job to the system printer.  
See document entitled XESP – Easy Spooler to Print – for step-by-step instructions for this next step.
To capture only new students enter Y and the new student registration start date





Savedlists pointing to all, full time or part time students.  Can be used on other screens in Colleague, or with DMP for mailings.





Term is a required field














