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Emailing Students Using the Class Roster (Windows)

This job aid describes the Windows procedure for emailing students using the Class
Roster. The email will be received by all students enrolled in a class, excluding students
who dropped or received the following grades: W, X, Y, NC, Q, NA.

All students must have a UMass student email account. Personal spam filters should be
customized to approve this email by adding the name of the trusted email
(DONOTREPLY @soong.umassp.net) to an approved list.

Step

Log on to the ISIS Application with your ISIS Username and Password. Navigate to the
Access Class Roster page.

SA Self Service - Learning Management - Management > Access Class Roster

The Access Class Rosters page opens.

? University of
Uhass Massachusetts

% Sign Out

Home = SA Self Service = Learning Management = Management > Access Class Rosters Mew Window

Access Class Rosters

Mary Smith
Select the term for which you would like to view your roster

Class Rosters

2007 Fall

Return to Learning Managernent
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Step | 2. | Click on the link for the appropriate term.

The Select Class Roster page opens.

? University of
buass Massachusetts

€ Home S Sign Out

Horme = 54 Self Service = Learning Management = Manaement = Access Class Rosters

Mew Window

Select Class Roster

tary Smith 2007 Fall

Selectthe Course Title ofthe raster you wish to view.

Catalog Academic Start End
Course Title Nbr Institution |Career Time Time Meeting Days |Building Capacity |Enrl
30 4 o

Tasting for Attachrm ents S |am 4538 Jumiow  ueRo joTH

Selecta Different Term Return to Learning Managerment

Step | 3. | Click on the appropriate course link.

The Class Roster page opens.

m University of
sy Massachusetts

Home = SA Self Service = Learning M. nt > b ent = Access Class Rosters

New Window

Class Roster

UML TEST Section: 201 2007 Fall
. First €] 13003 (B Last
Testing for Attachments Instructors Instructor Role
Doe, Jane Primary Instructor
Smith, Mary Primary Instructor
Jones, John Primary Instructor
Enroliment Status: | Enrolled  »
Total Students: 4 lass P List Detail

Eind First (4] 1.4 ot a [®] 1
Name _______[swdentid_orade Junts [program ___Jeian _________Jswplan ______Jlew ____JEmaitoStudent |
Brown, James 00001111 0.00 MG-ND Mon Degres Business Graduate Email to Stydent
Thomag, John 00002222 000 MG-CECE ?5“35;"955 Adrministration Junior Email to Student
White, Susan 00003333 0.00 |ED-ND Graduate Email to Student
Winters, Kathleen 00004444 000 HP-UG Health Education (BS) Junior Email tp Stydent

Select a Different Tenm Beturn to Previous Page

Step | 4. | Click the Email to All Enrolled link.

Q Tip: To send an email to a single student, even if they have an excluded grade, click the Email
to Student link (on the right side of the page).

C:\DOCUME~1\JOSE_G~1\LOCALS~1\Temp\Rar$DI01.359\Emailing Students Using the Class Roster_win.doc
2




P4 University of Massachusetts

5 Boston * Dartmouth * Lowell
UMASS.

The Email page opens

? University of
utiss Massachusetts

£ Home: S Sign Out
GASelf Senvice » Leaming Management » Mana

ansgement » Access Class Rosters

Note to structor: Thiz email will be dalivered by an email zenver and students will not be abla to reply directly to zendar. You will

receive @ copy of the email when it is sent and only activaly enrolled students will receive the email. Only one
attachment can be sent per each amail.

To: Stnith, Mary

BeC James Browné@studentuml eduJohn Thomas@@student uml sduSusan Whitei@student uml edu
Kathleen_Winters@student.uml.edu

Subject: 92131 211 - from Smith, Mary. - Caloulus |

Attached File: Add

Message:

Send Cancel

Notes:

directly. You will receive a copy of the email when it is sent.

e The To field will be populated with your UMass email address. The BCC field will be
populated with the names of the students in your class.

e The message body will have the following at the top:

“DO NOT REPLY to this message. If you want to contact your instructor for

(Class Number, Class Title), please create a new email to (instructor's UMass
email account) to reply to your instructor.”

Step

Enter the subject in the Subject field and enter your message in the Message box.

Note: The message must be limited to 16,959 characters.
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Step | 6.

The following page displays.

Add

To attach a file, click in the Attached File field and click

m University of
Uhass Massachusetts

Home = SA Self Service = Learning Management = Management » Access Class Rosters

H Browse.. |

Upload Cancel

€ Home

Dlews VWindow

Step | 7.

Choose file

D

4y Recent
Documents

T
Desktop
ty Documents
Fy Computer
ty Metwork
Places

The Choose file dialog box opens.

Click to search for the appropriate file.

Look in: | @ Desktop

=l e B3~
)My Documents [Ckkw1
i My Computer [CIkEwzZ
HMV Metwaork Places [CIMapping
G0 AIM 6.0 [CiMcafee Restore
(CaIM [CIMeeting Minutes
[C)Back UpCMa [CIMisc
[ﬁBB @PowerF‘oint
=) Benefits [Couery
[C)Brown Bag ()50 &
) Celia (L) Telecommuting Form
IR [ Time Reparting
@Data Sources ETraining Design
[C)Fast Path CIUPE
[CJ)Fin App Photaos [y visia
[CTJKEEP [Cywvord Help
< I >
File name: || j Open |
Files of type: | &0l Files [*.%] - Cancel
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Step | 8. ] ) . Open
Select the file to attach to the email and click

The file location displays in the Browse field.

Uni ity of
E@ niversity o

Massachusetts

& Home S Sign Out

Home = BA Selfl Service = Learning Management = Management = Access Class Rosters Mew Window

IC:\Documents and Setliﬂd[ Browse.. |

Upload Cancel

Step | 9.
P Click M

The Email page reopens with the name of the file in the Attached File field.

% University of

Massachusetts

Home » SA Self Service » Leaming Managemen! > Management » Access Cl B Windowy

HMote to Instructon: This email will be deltvered by an email server and stedents will not be able to reply girectly to sender. You will
recets 3 copy of the email when it is sentand only actively enrolled students will receive the email. Only one
aftachrnent can be send per each email

To: Smith, Mary
BG: James_Brown@student uml adu, John_ el 8 Susan_) Ul edy
Kathleen_Winters @studsntuml edu

Subject:  92.131.211 - from Smith, Mary. - Calculus |
Attached File: test_job_aid doc ] View __ Delete

" Please review the attachid document prior to Wednesday's class

Send Cancel
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Note: Only one attachment can be sent per email. To send multiple files, use WinZip and
follow the steps below.

1. Inthe WinZip window, click the New toolbar button or choose New Archive from the
File menu. The New Archive dialog box displays.

2. Inthe New Archive dialog box, specify the location where you want to create the
archive and type the name you want to use for your new archive.

3. Click OK. The Add dialog box displays.

4. Inthe Add dialog box, select the files that you want to add to your new archive and
click Add.

5. Attach the file to the email by following Steps 6 through 9 of this job aid.

Step | 10. e
To view the attached document, click 4 To delete the attached document,
click _ Delete | .
Ste 11. Send
P Click en to send the email.
The following message displays.
Microsoft Internet Explorer E|
"'_., Email Message sent successfully (0,00
L
Ste 12.
P ciokl—2__J
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h Note: The email that the student receives will be similar to the example below.

From: DOMOTREPLY _satst80@soong.umassadmin. net

Toi Smith, Mary

Ce:

Subject: ML, 123.201 - fram Smith, Mary. - Testing For Attachments

Senk: Wed 8/20/2007 4:27 |

DO MOT REPLY to this message. If you want to contact your instructor for UML. 123.201,
enail to msmith@unl edu to reply to your instructor
R L R T L T )

End of Procedure

Testing For Attachments, please create a new
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