
 
How to view your class rosters online: 

Information for Course Instructors
 

Office of the Registrar 
Telephone: (585) 274-1220 

Email: registrar@esm.rochester.edu 

 

Step 1: 
Go to the Eastman Registrar’s website www.esm.rochester.edu/registrar, and  
click on Instructors Login under Access Plus System in the middle of the page. 
 

 
You can also go directly to https://corona-dmc-3.its.rochester.edu/access/ins.html.  
 

You may wish to bookmark this page on your own computer for future reference. 
 

You will see a window that looks like this (without the red oval): 
 

 
 

Step 2: 
Enter your 8-digit University ID number and PIN.  Note: Social Security numbers are no 
longer useable for login.  Eastman Registrar's Office staff members can provide your 
University ID number and reset your PIN if needed.   Keep in mind that your University 
ID number is different from the employee ID number used by Human Resources. Also, 
your PIN is different from your Instructor Permission Code.  Never give your PIN to 
anyone. 
 
 

http://www.esm.rochester.edu/registrar
https://corona-dmc-3.its.rochester.edu/access/ins.html


Step 3: 

Click the  button. 
 
Step 4: 
Once you are logged in, you will see the following dialog screen.   
   

 
 
Check that the correct academic term and school year are selected from the pull-down 

menus.  Click on the  button. 
 
Next you will see the My Courses screen.   
 
This screen displays a list of all of the course sections for which you are listed as 
instructor.  It also tells you the following info: 

• Your instructor permission code for the new or upcoming semester  (near the top 
of the page) 

• The meeting days, time and room number assigned for each class section 
• The number of students currently enrolled in each section, under the column 

marked “ENROL.” 
• The maximum enrollment cap for each course section, under the column marked 

“CAP.”  If this field is blank, the section has no maximum capacity set. 
 

Cross-listed courses 
 
If a course is cross-listed you will see the additional information in the far right columns: 

• The “CLS/ENROL” column gives the sum total of all the individual enrollments 
for a cross-listed course.  This field will be blank if the course is not cross-listed  

• The “CLS/CAP” column indicates the cap set on the sum total of all the 
individual enrollments of a cross-listed course.  This column will be blank if the 
course is not cross-listed or has no cap. 

 



Step 5: To view the class roster for a specific course section, click on the five-digit 
number in the column under CRN (Course Reserve Number): 
 

 
 
Step 6: Class Roster Selection 
Now you will choose what type of roster you want to view.  The simplest way to do is to 
choose “Enrolled students only” (unless you also want to see names of students who 
have already dropped the course.)   Click the radio button next to “Enrolled students 
only.” 
 

 
Step 7: 

Click on the  button. 
 
 



Step 8: 
Next you will the Class Roster screen: 
 

 
 
This screen provides a summary of course information and enrollment numbers (near the 
top.)  You will see that in this example there are 29 students currently enrolled in CND 
211.  This information is always up to date and available 24-hours a day.   
 
Underneath the course summary you will see complete list of all of the students currently 
enrolled in the course section you selected.  The information provided for each student 
includes name, email address, ID, class year, major and more.  Use the scroll bar on the 
right side of the screen to move through the list. 
 

NEW: You can now view pictures of all of the students enrolled in your class!  Just 
click on the Display Images link right above your list of students.  This can be a great 
tool for learning student names.  The pictures used are from students’ ID card photos. 

 
From this screen, you can also go back to view other course sections by clicking on the 
My Courses link on the left-hand side.  This will take you back to step 5.  Repeat steps 5 
though 8 for each roster you wish to view. 
 
Creating an email list 
 
From the Class Roster Selection screen (step 6 above) you can also create an automated 
email list for your class.  Scroll to the bottom of the screen and click on the link that 
reads:  Request Class Roster Email List.   This will take you to the page where you can 
request a class email list to be created. 
 
Click the link marked “Click to find out if Email lists are right for you.”  Read the 
information provided there, and then scroll back up once you are finished.  If you wish to 
add a teaching assistant to the email list, type their email address in the fields below.   



 
 

When you are finished, click the  button at the bottom of the form. 
 
A mailing list will be created for the class you have selected on the next University 
business day. You will receive a confirming email when the mailing list is ready for use. 
 
Step 9: 
When you are finished using Access Plus, simply click on "Logout" on the left side of 
the screen.   
 
Please contact the Eastman Registrar’s Office if you have any questions. 
 
Office of the Registrar 
Eastman School of Music 
Telephone: (585) 274-1220 
Email: registrar@esm.rochester.edu 
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