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Log into 
http://lms.ucdavis.ed
u 

 

                    

                                                      

From your homepage, 
click “Self” icon, click 
Learning, click 
Instructor Schedule 

 
 

 

The first view you will 
see is “Current 
Activities.” This is the 
list of “e-courses” and 
“ILT Courses” (the 
top-level container) 
for all courses that 
you are listed as an 
instructor. This 
example shows 
Upcoming Activities 

http://lms.ucdavis.edu/
http://lms.ucdavis.edu/
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To view enrollee 
activity, click people 
icon –  
 
 
 
 
 
 
 
 
Once open, you can 
filter the view with 
the Filter by Status 
dropdown – to see all 
currently registered, 
click Registered 
 
CAUTION: if you use 
the Status filter, you 
will alter the 
enrollment status - 

 
 

If you would like to 
print a copy of the 
Roster, click Activity 
Sign-in Sheet 
 
Click Export to PDF, 
then click File -It will 
open- 
Click File (top left 
corner) Click Print 
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Once the roster 
appears, you can: 
 
Click the check boxes 
next to participant 
names, then click the 
Send e-mail button to 
send an e-mail to the 
selected participants 
OR 
Click on the View 
drop-down to look at 
waiting list 
Click on the icon that 
looks like a printer to 
print the waitlist 
 
Click on the icon that 
looks like a table with 
a green arrow coming 
out of it to export to 
Excel 

 
 

When exporting to 
Excel, you will get a 
pop-up box asking for 
options. Leave the 
default answers. 
 
Click the Next button 
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After a few seconds 
(depending on how 
large the file is, you 
will get this screen.  
 
Click the “File 1” link 
 
A new tab will open in 
the browser. 
Click OK to close the 
dialogbox. 

 

Click on the new tab, 
highlighted in orange. 

 

Click on the “Open” 
option and the roster 
will open in excel. 


