
Running a 1650s Class Roster Report 

When scheduling the 1650s Class Roster report, there are a number of options available and 
it looks a little overwhelming.   The only options you have to select are When, Format and 
Parameters.   You can ignore: Database Logon, Destination, Print Settings, Server Group 
and Events. 

 

From the When category, you can leave the Run object drop-down as “Now.”  If you want 
to schedule a report in the future, change that selection.   

Expand the Format category.  From the Report Format drop-down, review the options.   
The easiest to read is Adobe Acrobat format (you will see the report in PDF).  However, also 
notice that the data can be saved in Excel format (which is useful if you are using the report 
data in a spreadsheet).  

Expand the Parameters category.   Notice the parameters will be empty if you are 
scheduling a new report.  If you are rescheduling a previous report, you can modify only 
those parameters that have changed.  
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You have to fill in all of the parameters.  To do so, click the Empty link for each item.  

Institution, Term: select Phoenix College and the desired term.  Click the OK button. 

 

Print Addresses: select Y (Yes) or N (No).  Click the OK button. 

 

45th Day Roster: select True – Yes or False – No.  Click the OK button. 
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Note on Bottom: select the standard note or enter a value of your choosing in the text 
box.  Click the OK button. 

 

Enrollment Status: select the type of students you wish to view on this roster (dropped, 
enrolled and/or waiting).  Highlight each one and use the > to move to the selected column 
or use >> to select all.  Click the OK button. 
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Basis: select Y (Yes) or N (No).  Click the OK button. 

 

Class Number: enter the class number you are retrieving the roster for.  Click the OK 
button. 

 

Once all values are filled in, click the Schedule button. 

 

To view the report, click on its instance time link. 


