
 

Instructions for Downloading a Class Roster to an Excel Spreadsheet 
 
1. Log on to your MyCSN account using your NSHE ID and password. 

                      

 

2. Click on Enter Faculty Self Service link (if you are taking classes, you will see two tabs. Make 

sure you have clicked on the Faculty tab.) 

 

  

  



 

3. You will see this screen.  If you do not see your schedule, make sure on the right panel you 

are in My Schedule. 

 

 

4. Click on Class Roster (the three little people icon) 

 

  



 

5. At the bottom of the screen, if you click on Printer Friendly Version, nothing will print 

unless you press CTRL-P. 

 

  



 

6. Go back to the class roster if you are not there.  Click on the spreadsheet icon. 

 

 

7. If you get this message, just click on the message. 

 

 

8. Click on Download File. 

 

 

 

  



 

9. This will open Excel. Click on Open. 

 

 

10. If you get this message, click Yes. 

 

 

11. You will see your roster. 

 

  



 

12. If you do NOT like the lines and want to delete some of the columns here is how to do it.  

Delete columns by selecting them individually or as a group.  Individually, just click on the 

column letter (example A) and click on the Home tab, group Cells, click on Delete, click on 

Delete Sheet Columns. 

Example: 

   



 

13. If you want to delete more than one column, select the first column letter you want, hold 

and don’t let go of the CTRL key and click on each column (letter) you want to delete. 

Click on the Home tab, in the group Cells, click Delete, click on Delete Sheet Columns. 

 

 

14. Now to get rid of borders and add lines.  Highlight (choose) all the data, in the Home tab, in the 

group Format, click on the Borders down arrow and click on No Border 

 



 

15. If you want to SEE the gridlines on the screen and print the lines on paper, click on 

Page Layout tab, in the group Sheet Options, click on Print and View for both 

Gridlines and Headings. 

 

 

16. To print, click on the office button, click on Print. 

 

Note: If you need to send an e-mail to the student, you can by clicking on their name (if the name is in 

blue that means they have an e-mail address). 

  



 

17. Click on My Schedule to go back (link is at the bottom or top of screen). 

 

 

 


