NOTIFY (E-MAIL) STUDENTS THROUGH CLASS ROSTERS

Notify (email) Students through Class Rosters

When you access any of the Class Rosters or Grade Roster, you will see buttons Notify Selected
Students and Notify Enrolled Students. These buttons allow you to e-mail your students from
PeopleSoft / eServices. You may use the check box to choose students to e-mail with Notify Selected
Students or you may e-mail the class by clicking on Notify Enrolled Students. A typical e-mail box is
displayed allowing for a subject line and message.
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In the Academic Warning Roster and the Attendance Roster, there is a single button displayed
“Notify” that allows the faculty member to e-mail the selected students. Please note that faculty can
elect to receive a copy of the message.

[z Camhus Communidty
[> Btudent Recruiting
=3 Stud_entAdmissions 161335218
[> Curticulum Management
[ et Up HRMS

[> Reporting Tools

[> PeopleTools

_ SearchiMateh E\Returnto Search |+
— Change My Password
— My Systern Profile

151322098 Mathan Mandrell Enrolled

Jenny Maughan Enrallad

OOl

|

<

Faculty Guide to PeopleSoft / eServices 1

If you have questions or problems with your log-in or passwords, please contact the Help Desk, 694-5457, helpdesk@icc.edu.
For training or support, please contact the Teaching and Learning Center, Room 240A -East Peoria Campus, 694-8908, tic@icc.edu

|



1> MY Favares

[+ ICC Processing ¥ Reporting
[ Self Service

[- Enterprize Learning

[* Campus Community

[ Student Recruiting

[» Student Admissions

[ Records and Enrallment
[ Curriculurm Management
[» SetUp HRMS

[ SetlUp SACR

[ Reporting Tools

[- PeopleTools

— SearchiMatch

— Change Wy Password

— Ity System Prafile

Note that the students selected are, by default, placed in the BCC (blind carbon copy) box of the message.

Send Notification

Notification from Pamela Dewey

pdewey@icc edu
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Subject |Grades

Message “our grades have been posted

CANCEL |

SEND MOTIFICATION

This means that the recipients’ names are not visible to other recipients of the message.
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