Email Class Roster from MyCSC Dashboard — Group Email

1. Go to Class Roster under Teaching tab of MyCSC.
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2. Make sure to select correct term.
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3. Select class that needs emailed by using List Filters. Click Apply.
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4. Once student list is loaded, select the mail icon to start creating a message for the entire
class roster.
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List of students enrolled in the class will be here. -

5. Student emails are generated into the To section. Add Subject and Body. Click on Send.
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6. This format does not allow attachments, images, or hyperlinks to be added. If more than a
basic message is needed, the recommend method to email the class cohort would be
copying and pasting the group of emails and using Outlook to send a more detailed
message.
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7. In Outlook during mass emailing, it is best to put the emails (in this case the students’
emails from the class roster) in the BCC line. This helps eliminating unwanted Reply All
messages along with protecting people from seeing the entire sent to list. Through
Outlook the sender can include hyperlinks and attached documents. This could be useful
for instructors wanting to let the class cohort know about special required course
materials such as eBooks or access codes for other online platforms.
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