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Sending Email Notifications from the Administrative Class Roster 
The following are procedures for sending email notification to some/ all students listed on an administrative class roster.   

Note:  The email message is generated by the PeopleSoft system, not the sender’s email  account, however default 
email fields are automatically defaulted with the sender’s email address to provide a record of the message and to 
ensure email replies are managed.    

1. Navigation:  Curriculum Management,  Class Roster, Class Roster  
2. Enter search criteria and click the Search button to find the class or to receive a search results list from which to 

select a class 

 

 

3. Select the Student(s) on the roster you want the system to send an email to: 
a. Click the check box next to each name to identify individual students… OR 
b. Click the Select All link to select all students on the roster; Click the Clear All link to remove previously 

selected students  
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4. Click the button  
5. Enter email data in the fields as follows: 

a. From: The senders name is automatically identified in the field and cannot be edited 
b. To: The senders email address is defaulted in the field.  You can remove the email  and or add additional 

email separated by a comma as shown  
c. CC: The CC (Carbon Copy) field is left blank but maybe populated with additional email addresses as 

needed 
d. BCC: The BCC (Blind Carbon Copy) field is defaulted with the Campus email address for each student on 

the roster.  BCC is used so that the student receiving the email doesn’t see all of the email recipients 
e. Subject: A “<from the desk of sender’s name>” text is defaulted as the subject.  This field can be edited 

to include whatever text is appropriate 
f. Message Text:  Enter the body of your message here.  This text block does not support graphics or 

hyperlinks at this time.  NOTE: The book icon provides the ability to run spell checking against the text 
entered in this message  
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6. Click the  button to send the message 
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