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Faculty Center Quick Reference Guide 
This quick reference guide is not meant to replace the tutorial that is available online which covers additional information. 

This is designed to remind you how to do some basic functions. Please review the web tutorial for more information.  
 

Logging into the Faculty Center 

Step 1 
From the CSUF 
homepage 
(www.fullerton.edu), 
log in using your 
campus user name 
and password. 

 
Step 2 
From your Faculty 
Portal click on New 
Titan Online. 
  
Step 3 
Click on Faculty 
Center link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Faculty Center 
Web Tutorial is 
accessible from 
here. 
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Faculty Center  
CLASS ROSTER 
To get your class 
roster click on the 
class roster icon 
next to the name of 
the class you are 
teaching. 
 
 
 
 
 
 
 
 
 
 
 
 
A list of your 
enrolled students 
will appear. 
Download an Excel 
spreadsheet of your 
class roster by 
clicking on the 
Excel icon. 
 
If you have pop-up 
blockers on, you 
may have to press 
on the CTRL key 
while clicking on the 
Excel icon to 
download the file. 
 
** If you have 
trouble printing or 
downloading the 
spreadsheet, 
please refer to the 
separate guide, 
“Tips if you have 
download/printing 
problems.” 
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EMAIL STUDENTS 
You may email the 
students in your class 
by using the “Notify” 
feature. 
 
Either select certain 
students to notify or 
notify all listed 
students. 

 

  
SEND 
ATTACHMENTS  
(e.g. syllabus) 
 
Step 1 
Select the students 
and click “Notify 
Selected Students”, 
or click “Notify Listed 
Students” to send to 
ALL. 
 
 
 
 
 
 
 
 
 
 
Step 2 
On the email form 
that appears, copy 
the group of email 
addresses and paste 
into any email 
program. 
 
 
 
 
 
 
 
 
 
Step 3 
Once in your email 
program, you can 
attach documents, 
format text, etc. 
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VIEW WAITLISTED 
STUDENTS 
 
By changing the 
enrollment status, you 
can also view which 
students are on the 
waitlist. 

 
 

NOTE:  In Fall 2008 we are introducing wait-listing for classes in the College of 
Business. By Spring 2009, we hope to expand wait-listing to additional colleges. Please watch 
the web tutorial for an explanation of waitlist policies. 
 

 
PERMISSIONS 
NUMBERS 
 
The permissions 
numbers link will 
display students with 
a permit to enroll in 
the class, an 
indication of whether 
or not the student has 
used their permit, and 
the permit expiration 
date. 
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Advisement  
 
ADVISING 
STUDENTS 
 
Step 1 
Go to the Advisement 
Tab. 
 
Step 2 
Click on 

 
 
Step 3 
Click on 

 

 
Step 4 
Enter appropriate 
search data and click 
on .  

HOLDS 
If the student has a 
negative service 
indicator, click on it to 
find out what kind of 
hold(s) the student 
has. 

 
To see more 
information about a 
specific hold, 
including information 
on how to resolve a 
hold, click on the link 
for that hold. 
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Use the pull-down list 
to select specific 
information for this 
student and then click 
on the “change” 
button. 
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Class Search 
 
 
The class search tab 
provides access to 
the same class 
search that is also 
available from the 
“New Titan Online” 
tab in the Faculty 
Portal. 

 
Instructions for using 
the class search 
functionality are 
covered in the web 
tutorial entitled, 
“Student Center.” 
 
You can access the 
tutorial by clicking on 
“Training Resources” 
in New Titan Online 
and then choosing 
the Student Center 
web tutorial. 

  
 


