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For account or log in issues please contact Help Desk 
 Tammy Cottrell - (714)480-7414  - cottrell_tammy@rsccd.edu 

 
 
 

For training needs please contact: 
 Leigh Ann Unger - (714)628-4852 - unger_leigh_ann@sccollege.edu 
 Sergio Rodriguez - (714)628-4711 - rodriguez_sergio@sccollege.edu 

 
 

NOTE:  You may not have access to all menus listed in this training document.  Use this document for 
guidance for the menus that apply to your access.  
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Logging into WebAdvisor 
 

 

STEPS SCREENSHOT 
1.  Go to the SCC web page at  
http://www.sccollege.edu  

 
2.  Click on the Online 
Records link in the upper 
right.  

 
3.  Click the Summer & Fall 
09 button to open 
WebAdvisor. 

 

 
4.  Click the Log In button.  

 

 
 
 

http://www.sccollege.edu/�
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STEPS SCREENSHOT 
5.  To log in: 

A. Enter your WebAdvisor ID 
(as emailed to you on 
5/1/2009) in the User ID 
field.   
Example: sr55837 

B. Enter your birth date as 
MMDDYY in Password 
field. 
Example: 010174 

C. Click the SUBMIT button.  

8.  You will be prompted to change 
your password: 

A. Enter your WebAdvisor ID 
in the User ID field. 
 

B. Enter your birth date in the 
Old Password field. 
 

C. Create a new password in 
the New Password field. 
 

D. Re-enter you new password 
in the Confirm Password 
field. 
 

E. Enter a password hint in 
the Hint field. 
 

F. Click the SUBMIT button. 

 

9.  Once you have logged in you 
will be taken to back to the 
WebAdvisor home page.   
Click on the Faculty button to 
access the faculty menu. 
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STEPS SCREENSHOT 

10.  Faculty menu links can now 
be accessed. 
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View Class Roster 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
Class Roster link. 

 
2.  To select a roster: 

A. Select the term in the 
drop-down menu  
 

B. Click the SUBMIT 
button. 

 

3.  To select a class section: 
A. Click the radio button 

next to your class 
section. 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 

4.  The roster for the class 
section selected will be 
displayed. 
 
NOTE:   
• A status of Add or New 

means the student is 
registered for the class. 

• Waitlisted students will be 
displayed at the bottom of 
the same roster page with 
a status of Wait.  The 
order they appear is the 
order they were added to 
the waitlist.  In the 
example to the right, there 
are two waitlisted 
students. 

 
• If no students are 

waitlisted then no students 
will appear on your roster 
with a status of Wait. 

 

Option 1 
Email the roster to yourself 
by: 

A. Clicking the check box 
next to “E-mail a copy 
of this roster to me.” 
 
 

B. Click the SUBMIT 
button. 
 
  

C. An email will be sent 
to your RSCCD email 
account. 

 
NOTE:  You can copy and 
paste the roster from your 
email onto MS Excel 2003 or 
2007 by following the steps 
on the next page. 
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STEPS SCREENSHOT 

Option 1, continued 
 
For Excel 2007, copy and 
paste the roster from your 
email by: 

1. Opening Excel (this 
step must be done 
first).  

2. In the email, select the 
content and copy it.  

3. In Excel do a paste. 
4. In Excel select the 

portion under line 
three (e.g. A4-G4)  

5. Now click the Format 
button (Home tab) and 
select the AutoFit 
Column Width menu 
item. 

 

 

Option 1, continued 
 
For Excel 2003, copy and 
paste the roster from your 
email by: 

1. Opening Excel (this 
step must be done 
first).  

2. In the email, select the 
content and copy it.  

3. In Excel do a paste. 
4. In Excel select the 

portion under line 
three (e.g. A4-G4) 

5. In Excel click on 
Format menu and 
select AutoFormat. 

6. Now click the OK 
button in the 
AutoFormat Dialog. 
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STEPS SCREENSHOT 

Option2 
View student contact 
information by: 

A. Clicking the Student 
Profile check box for a 
particular student  
 

B. Clicking the SUBMIT 
button. 

 
C.  View student contact 

information. 
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View My Class Schedule 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“My Class Schedule” link. 

 
2.  To select a roster: 

A. Select the term in the 
drop-down menu  
 

B. Click the SUBMIT 
button. 

 
3.  Now you can view your 
class schedule. 
 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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View Student Contact Information 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“Student profile” link. 

 
2.  Enter the student’s ID or 
SSN in the appropriate field 
and click the SUBMIT button. 

 
3.  View student contact 
information. 
 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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Submit Grades 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“Grading” link. 

 
2.  To select a term: 

A. Select the term in the 
drop-down menu  
 

 
 
 

B. Click the SUBMIT 
button. 

 
3.  To select a class section: 

A. Click the radio button 
next to your class 
section. 
 
 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 

1. In the Final Grading screen:  
A. Enter a grade for each 

respective student in the 
Grade column fields. 
 
A - Excellent 

B - Good 
C - Satisfactory 
D – Less Than 
Satisfactory 
F - Fail 
P - Pass 
NP – No Pass 
I – Incomplete (see 
notes on next page) 
 
 

B. Click the SUBMIT button. 
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STEPS SCREENSHOT 

2. After submitting the 
grades, the Grading 
Confirmation screen will 
display your final grades. 

 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this grade 
confirmation for your 
records. 

 

 
NOTE:  For Incomplete 
grades, the system will 
automatically enter a one year 
expiration date upon 
submission.   
 
After the expiration date the 
Incomplete will turn to a Fail 
grade. 
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Dropping a Student 
 

STEPS SCREENSHOT 
1.  From the Faculty 
Information menu, click the 
“Faculty Student Drop” link. 

 
2.  To select a term: 

A. Select the term in the 
drop-down menu. 
 

 
 
 

B. Click the SUBMIT 
button. 

 
3.  To select a class section: 

A. Click the radio button 
next to your class 
section. 
 
 
 
 

B. Click the SUBMIT 
button. 
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STEPS SCREENSHOT 

4. In the Faculty Student 
Drop screen: 

A. Click the check 
boxes in the Drop 
column next to 
each respective 
student you want 
to drop from the 
class. 
 
 

B. Click the SUBMIT 
button. 

 
5. After submitting the 

drops, the Student Drop 
Confirmation screen will 
display your dropped 
students. 

 
NOTE:   

• Clicking the OK 
button will take you 
back to the faculty 
menu. 

• You can use your 
browser’s print button 
to print this page for 
your records. 
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Retrieving Excel Class Rosters from the 
Intranet 
 The RSCCD Intranet stores the class rosters in Excel format for ease of use. 

 
STEPS SCREENSHOT 

1.  From the Faculty menu, 
click the Intranet Class 
Rosters link. 
 
The RSSCD Intranet link is 
also available through the 
http://remote.rsccd.edu Web 
site. 

  
2. Log on to the Intranet 

using your RSCCD 
network log on.  For 
example: 

 
Username: davis_stuart 
Default password: Nov111976 
 
You can contact help desk 
(x4999) if you need your 
account information or need 
to reset the password. 

 

3. Once you have logged in 
to the Intranet, click the 
Class and Grade Rosters 
link in the upper right 
hand corner. 

 
 

http://remote.rsccd.edu/�
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STEPS SCREENSHOT 

4.  Click on the link for 
semester you are interested in. 

 
5. Enter your PIN in the Pin 

No. field. 
 
The first time you access the 
Intranet rosters, the last 4 of 
your social security number is 
used as the PIN.   

 
6.  Select your section in the 

drop down menu and click 
the Get my roster(s) 
button.  

 
7. You will be prompted to 

save your Excel roster file 
for the section you 
selected.  Click the Save 
button and save the file to 
a directory on your 
computer. 

 
8. On your computer, click 

on the file you just saved 
and click the Yes button 
when Excel prompts you 
to open the file. 
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STEPS SCREENSHOT 

9. Your section roster is now 
open in Excel. 
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Using Internet Explorer 8 with WebAdvisor 
 Internet Explorer 8 can be used with WebAdvisor only in Compatibility mode. 

 
STEPS SCREENSHOT 

If you are using Internet 
Explorer 8, you have to switch 
to Compatibility View in the 
Tools menu in order to 
activate all WebAdvisor 
features. 
 
Once this step has been 
performed, WebAdvisor will 
work fine with Internet 
Explorer 8. 

 
 
 
 


