
 
 

 

Managing Your Roster 

 
Step 1: Open the Student Roster 
From the My Courses page, locate your course section and click the Student Roster icon.  

 

 
 
 
You can also access the roster from the Manage Assignments page by clicking on Student Roster from the 
left-hand navigation menu. 

 

 
 
 



  
 
 

Step 2: Review roster information 
The Student Roster displays each student's name, email address, account status, extension information, and 
LMS Single Sign-On status (if your course is paired with an LMS). Review the License Details column to 
confirm that each student has an active Connect license. Students using courtesy access will remain licensed 
until the listed expiration date, after which their status will change to License Expired until they purchase 
Connect access. Use this information to monitor student access and identify any registration or pairing issues. 

 
 

 
 
 

Step 3: Manage student information 
Click on the 3-dot menu next to the “Archive Students” button in the top right of the screen to import a roster, 
export your roster, or add custom columns to your roster. 
 

 



  
 
 

 
Step 4: Manage student information 

Click on the 3-dot menu next to student's name to manage assignment extensions, add a personal time 

extension, remove a personal time extension, archive a student or view LMS pairing status.  

 

 
 
 

Step 5: Manage assignment extensions 
Click on Manage assignment extensions to see all assignment extensions currently granted to the student. 
Note, this is the best way to see this information for a particular student. The 3-dot menu next to each 
extension allows the instructor to edit extensions or remove extensions. 
 

 
 



  
 
 

 

Step 6: Grant a personal time extension 
Click on Personal time extension to grant a student a personal extension across all assignments. Personal 
time extensions can be granted for a certain number of minutes or a percentage of time. To remove a personal 
time extension, you can select Remove personal time extension from the 3-dot menu next to the student’s 
name in the roster view. 
 

 
 
 

 
 



  
 
 

Step 7: Archive student 
Click on Archive student to remove a student from the active roster while retaining their records for future 
reference. You can also archive students in bulk using the Archive Student button from the top of the student 
roster. Archived students can be easily restored through the Archived Students tab.  
 

 
 

 

Step 8: Single Sign-On  
Review the Extensions column to identify students with approved accommodations and check the Single 
Sign-On column to confirm students are properly paired with your LMS. If a student is not paired, have them 
launch Connect through the LMS and submit an assignment to complete the pairing and sync their grades. 

 
 
 


