
Accessing and Using your 
Class Roster

The BearPAWS links “Summary Class list” and “Detail Class list” 
now exist under 1 new page called Class list.



Step 1: 
On BearPAWS, 

navigate to Faulty 
Services and click 

on Class List. 

http://bearpaws.potsdam.edu/


Step 2: Select the term
Use the dropdown menu to choose the desired 

term.



Step 3: Locate your course:
Find the specific course for which you want to view the roster. 

• You can click anywhere in the specific course row, except on the course title, to see 
the roster. 

• You may also be able to filter by CRN or use the search feature to find your course.



Step 4: If you select course title, you’ll see 
information about the course, but not your roster.



Step 5: View the roster:
The class roster will display student information for that course



Features: Emailing Students
• You can email one or more members of the class by checking the 

box to the left of the student name and clicking the envelope on 
the right side of the page. If you click the box in the header, all 
student names will be selected. Note: the email addresses will 
populate in the "To" field, so do not share confidential 
information in this manner.

Click here to email all 
students in the class. Click these boxes to 

email individual 
student(s). 



You can change the view of your roster by clicking on the arrow 
down on the right side of the page and toggle between 

"Summary View" and "Detail View"

Features: Changing between Views



If you click on a student's name, you will be brought to the 
Advising Student Profile where you will see detailed information 

regarding the student

Features: Advising Student Profile



You can sort the class roster by clicking on any of the 
headings such as student name, ID, level, etc

Features: Sorting the Roster



• At the top of the Class list page you will see options to export or 
print your roster.

Features: Exporting or Printing your Roster
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