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! Go to the VCU Portal and log in using your eID and eID password.   
! Click on the eServices tab at the top of the screen and select the eServices button to go to the new eServices for 

fall 2007. 
! To view your class list: 
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! The roster will display in alphabetical order. Use the scroll bar on the far right of the screen to view the complete 

list of students. 

 
 
! If you wish to view the class list of a different course, select CRN Selection at the bottom of the page  and follow 

the directions on the previous page. 
! If you wish to view other services, select Return to Menu in the upper right corner of the page. 
! When you are done using Banner Self-Service, select Exit in the upper right corner of the page.  You should also 

close Internet Explorer to ensure security. 
 
Export Your Class List to Excel 
A cut and paste operation is used to export your class list from Banner Self-Service into Excel. 

1. Begin by displaying your Summary Class List (refer to the instructions titled “How to View Your Class List”).  Once 
you have displayed your class list, proceed to step 2. 

2. Scroll down the page until you see the beginning of your class list. 
3. Using your mouse, click once to place your cursor to the immediate left of the Record Number heading.  Without 

releasing the mouse button, drag the mouse to the end of the class list so that all rows are highlighted in blue. 
4. From the Edit menu on the Internet Explorer menu bar, select Copy. 
5. Open a new Microsoft Excel workbook and verify that cell A1 is selected. 
6. From the Edit menu on the Excel menu bar, select Paste.  The entire Summary Class List should appear in your 

spreadsheet. 
7. From the File menu, select Save to save your workbook.  Note:  Any changes that occur in the Banner class list 

will not be reflected in your Excel workbook. 
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