
 

Training Guide  
Using eDevelopment as an Instructor   

 

 
 

Page 1 

Enrollment Tracking 

Using the Session Roster(Email registrants,Print sign in sheet) 

Procedure 
 
This lesson demonstrates how to view the Session Roster, how to print the Sign In Sheet and how 
to e-mail enrolled registrants. 
 
  

  

 
Step Action 

1.   Click the Enterprise Learning link from the navigation path located on the left hand 
side of the screen. 

 
2.   Click the Result Tracking link. 

3.   Click the Course Roster link. 
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Step Action 

4.   Search for the course and course session you would like to view the course roster for.  
 
For example, type "HRS" into the Course Code field.  

5.   Click the Search button. 

 
6.   Select the appropriate Course Session from the Search Results.  

7.   This is the Course Roster page. In this example, there are four individuals who are 
enrolled in this course session.  
 
Please note: You will only see registrants on the Course Roster that have an 
Attendance status of "Enrolled, Attending, or Completed" 

8.   You may view Contact Information of the individuals on the Course Roster page by 
clicking the Contact Information  tab.  
 
Please Note: If the registrant has never logged into Self Service, there may be some 
Contact Information that is unavailable. 

9.   You may download the Course Roster into an Excel spreadsheet by clicking the Grid  
icon from the scroll bar. 
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Step Action 

10.   To e-mail registrants in an Enrolled status, click the Email Enrolled Registrants link.  
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Step Action 

11.   If you would like a Sign- In sheet for your session, click the Print Sign-In Sheet link. 
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Step Action 

12.   The first time you print a Sign-In sheet in eDevelopment, you will have to add a Run 
Control ID  to the system. A Run Control ID is simply an identifier that links you to 
the process being run.  
 
If you already have added a Run Control ID to the system, then search for the Run 
Control ID you have added. 
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Step Action 

13.   Create your Run Control ID. We suggest that your Run Control ID is something that is 
easy to remember such as your Net ID, your initials, or your first name.  
 
For example, enter "HRISEE0" into the Run Control ID  field.  

14.   Click the Add button. 
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Step Action 

15.   Enter the course code into the Course Code field. For example, enter "HRS001". 

16.   You may search for a Course Code or Course Session Nbr by clicking the appropriate 
magnifying glass. 

17.   Then enter the Course Session into the Course Session Nbr field. For example, enter 
"0001". 

18.   Click the Run button. 
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Step Action 

19.   From the Server Name field, select the PSUNX list item. 
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Step Action 

20.   Then click the OK button. 
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Step Action 

21.   Click the Process Monitor link to check on your process status. 

 
22.   Here is the Sign In Sheet process that is being run. It is currently in a Run Status of 

"Queued."  
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Step Action 

23.   Click the Refresh button to check on the process status. 

 
24.   Once the Refresh button was clicked, the process status is updated. The process is 

completed when the Run Status displays "Success" and the Distribution Status 
displays "Posted." 

25.   When the process is finished running, then click the Details link. 
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Step Action 

26.   From the Process Detail page, click the View Log/Trace link.  
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Step Action 

27.   Click the link that ends in  
.PDF. This link is the Sign In Sheet that would download into a PDF document. 
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Step Action 

28.   After clicking the PDF link, you will be required to sign back into Self Service. Enter 
your Net ID and password, and then click the Sign In button. 

 
29.   Here is the Course Sign In sheet. You may print the Sign In sheet by clicking File, 

then Print from the Internet browser. 
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Step Action 

30.   After you are finished with the Sign In sheet, click the Close button to close the 
window.  

 
31.   The Course Roster page is still open. You may search for another Course Session if 

necessary.  

32.   Please Note: You may also download the Course Roster into an Excel spreadsheet by 
clicking the Grid icon from the scroll bar. 

 
33.   Congratulations! You have successfully learned how to view the Session Roster, e-

mail enrolled registrants, and print the Course Sign In sheet. 
End of Procedure. 

 


