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Class List  
From the landing page, click Class List 

 
 

 

 

 
 

From the “All Term” dropdown, select the appropriate term to view.  

 

 

 

 

 

 

 
 

To view a class list, click the course subject  
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Emailing students from your class list 
• If emailing all students in a course, select the box in the top row next to a Student’s Name.  

Each name on the class list will have a blue check box next to it.  

 

 

 

 

 

 

 

• To email an individual student, select a box next to the student’s name you wish to send an 
email to.  
 

 

 

 

 

 

 

• After selecting the student(s), click the email icon on the right-hand side of the below Summary 
View to send your email.  

 

 

 

 

• Your default email application will populate, and the email addresses will be listed in the TO: 
line.   
 
NOTE: To ensure student privacy, it is strongly suggested that you copy the student email 
addresses from the TO: line and paste them in the BCC: line and send your email as a blind copy 
(BCC).  
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To Export a Class List to Excel (.xls or .xlsx)  

• At the top of the page, Click Export. 

 

 

 

 

 

 

 

• Then in the Export Template, select which Excel file format you want to use, and click Export to 
dowload the list into Excel.  

 


