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This quick reference guide briefly covers several frequently used functions in the Faculty Center in HCM 9.0. For 
more detail on the Faculty Center, please view the web tutorial available here: 
http://www.fullerton.edu/ittraining/peoplesoft/student/student.asp 
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Processing Steps Screen Shots 

Accessing the Faculty 
Center 
Step 1:  
Launch Internet Explorer (or your 
browser preference) from your 
desktop.  
 

 

 

 
Step 2:  
Your home page opens.  If your 
home page is not the CSUF 
website, type www.fullerton.edu in 
the address bar and press Enter on 
your keyboard. 
 

 

 
 

http://www.fullerton.edu/ittraining/peoplesoft/student/student.asp
http://www.fullerton.edu/


QRG-Faculty Center FINAL 

Last Revised: 08/19/15 Page 2 of 12 

Processing Steps Screen Shots 
 
Step 3: 
Click on the Portal Login button. 

 

 

 
Step 4: 
Enter your campus username and 
password. 
 
 

 

 
 

 
Step 5:  
Click on the Titan Online icon. 
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Step 6: 

In the Faculty Self Service box, 
select Faculty Center. 

 

 

Accessing the Class 
Roster 
Step 1: 
From the main Faculty Center 
screen, scroll down to click on the 

Class Roster icon ( ) next to a 
class. 

 

 
 

 
Step 2: 
The class roster for that course 
section appears. 
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Download the Class Roster 
into Microsoft Excel 
 
Step 1: 

Click on the Download icon ( ) 
at the top right of the class roster. 
 

You will need to disable your 
pop-up blocker or hold down the 
CTRL key on your keyboard while 
clicking on the icon. 
 

 

 
 

 
Step 1a: 
If you are working with Internet 
Explorer, you may receive this 
security message. 
 
Click on the yellow information bar. 
 

 

 
 

 
Step 1b: 
Select Download File. 

 

 
 
Step 2: 
When asked if you want to open or 
save the file, click Open. 
 

You may choose to Save the 
file on your hard drive and then 
open it if you wish. 
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Step 2a: 
If you receive an error indicating 
that the file extension is different, 
click Yes. 
 

 

 
 

 
Step 3: 
The class roster opens in Microsoft 
Excel. 
 

 

 
 

Send Email to Students 
 
Step 1: 
Place a check mark next to the 
name of each student that you wish 
to send an email to. 
 

 

 
 

 
Step 2: 
Scroll down and choose Notify 
Selected Students. 
 

Select Notify All Students to 
send an email to all students in the 
section. 
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Step 3: 
Enter a Subject and the Message 
Text for the email. 
 
Then click Send Notification to 
send the email to the student(s). 
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Send Email to Students with 
Attachment 
 
Step 1: 
Place a check mark next to the 
name of each student that you wish 
to send an email to. 
 

 

 
 

 
Step 2: 
Scroll down and choose Notify 
Selected Students. 
 

Select Notify All Students to 
send an email to all students in the 
section. 
 

 

 
 
Step 3: 
Highlight the student email 
addresses that appear in the BCC 
field. 
 
Copy the addresses by right-
clicking and selecting Copy. 
 

You may also use keyboard 
shortcuts like Ctrl-C. 
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Step 4: 
Create a new email message in 
your Outlook. 
 
Paste the copied email addresses 
into the “To” or “Bcc” field. 
 
Attach any document(s) you would 
like to send. 
 
Click Send when you are ready to 
send the email. 
 

 

 
 

View Waitlisted Students 
 
Step 1: 
On the Class Roster screen, click 
on the Enrollment Status drop-down 
menu. 
 
Select Waiting. 
 

 

 
 

 
Step 2: 
A list of all of the students on the 
waitlist for the section will appear. 
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View Class Permission 
Numbers 
 
Step 1: 
On the Class Roster screen, click 
Class Permissions. 
 

 

 
 

 
Step 2: 
The class number permissions will 
appear. 
 
Click Return to go back. 
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Advising Students 
 
Step 1: 
From the Faculty Center, click on 
Advisor Center. 

 

 
 

 
Step 2: 
Select View Data for Other 
Students. 

 

 
 

 
Step 3: 
Enter search criteria to locate a 
student (i.e. name, CWID, etc). 
 
Then click Search. 
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Step 4: 
You can now navigate a view of the 
student’s information. 

 

 
 

Holds/Service Indicators 
 
Step 1: 
To locate any holds (also referred to 
as service indicators) on the 
student’s account, locate the Holds 
section. 
 
Click Details to view more about 
the hold(s). 
 

 

 
 

 
Step 2: 
Some details about the hold(s) will 
appear. 
 
Click on the Hold Item to view 
details, including how to remove the 
hold. 
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Step 3: 
Once you have reviewed the hold 
information, click Return to go back 
to the previous screen. 
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