
 

 

 

 
A HOW-TO GUIDE FOR FACULTY: 
INTRODUCTION TO THE PEOPLESOFT (EVOLVE) CLASS 
ROSTER FUNCTIONALITY 
 

This document details the steps required to use the PeopleSoft (Evolve) Faculty Centre Class Roster functionality.  
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HOW TO NOTIFY ALL STUDENTS THROUGH THE CLASS ROSTER 
Step 1: Go to Fleming College’s website 
(http://flemingcollege.ca/). 

 

Step 2: Log in to the myCampus Portal. 
Step 3: Click the ‘Faculty Centre’ button. 
Step 4: Click the ‘Class Roster’ icon next to the class 

 
Example of a Class List. 

 
Notify All Students 
Step 1: Click the ‘Notify all Students’ button found 
at the bottom of the class roster. 

 

Step 2: Enter text in the ‘Message Text’ section. A 
spell-check option, represented by a book with a 
checkmark, is available and located at the top right 
side of the message text box. 

 

http://flemingcollege.ca/
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HOW TO NOTIFY ALL STUDENTS THROUGH THE CLASS ROSTER 
Step 3: If desired, modify the subject line <From the 
desk of […]>. 

 

Step 4: When complete, click the ‘Send 
Notification’ button to send the email to all 
students. 

 

Notify Selected Students 
Step 1: Click the checkbox in the Notify column for 
each student who requires a notification. 
 

 

Step 2: Once all desired students have been 
selected, click the ‘Notify Selected Students’ 
button. 
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HOW TO NOTIFY ALL STUDENTS THROUGH THE CLASS ROSTER 
Step 3: Enter text in the ‘Message Text’ section. A 
spell-check option, represented by a book with a 
checkmark, is available and located at the top right 
side of the message text box. 

 

Step 4: If desired, modify the subject line <From the 
desk of […]>. 

 

Step 5: When complete, click the ‘Send 
Notification’ button to send an email to the 
selected students. 
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HOW TO NOTIFY ALL STUDENTS THROUGH THE CLASS ROSTER 
Attach A File 
Step 1: Click the ‘Add File’ button.  

 

Step 2: Click the ‘Browse’ button in the File 
Attachment window. 

 

Step 3: Click on the desired file and click the ‘Open’ 
button. 

 

Step 4: Click the ‘Upload’ button. 

 

Step 5: When the file is displayed in the ‘Attached 
File(s) column, it means the upload is successful. 

 



User Guide - PeopleSoft - How-to Guide for Faculty - Class Roster 
PAGE 5 

HOW TO NOTIFY ALL STUDENTS THROUGH THE CLASS ROSTER 
Removing Uploaded File 
Step 1: Click the ‘Remove’ button. 

 

The class roster information contains sensitive student information. Please take all necessary precautions to 
safeguard this information, including preventing unauthorized access and ensuring it is not copied or distributed. If 
you print this listing to a paper hard copy, it is your responsibility to dispose of it securely (by shredding) as soon as it 
is no longer required for its original purpose.  
  
Refer to:   
College Policy 6-604 Electronic Information Security Policy    
Operating Procedure OP #6-604A Information Security Classification Procedure  
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