URSA Enhancements

Faculty and Advisor Services — Obtain E-mail Lists for Students

IT Services is pleased to announce new functionality to the URSA “Obtain E-mail Lists for Students”

option. Currently, Faculty and Advisors can produce E-mail lists of students by term and campus for an

individual advisor by class level, for a program of study by class level, for a course-section, and for

students who applied for graduation by level and department. The new enhancement allows the users

to compose and send an email after selecting the population of students.

Please review the screens below for an illustration of this new enhancement.
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E-mail addresses will be returned to the screen. A "cut-and-paste” can then be done to utilize this information into
various applications, unless you are using the Compose option.

Step 1: Select Format. The "List" option will list E-mail addresses one line at a time. This option can only be used
to paste to Outlook Express. The "Wordwrap™ option will list all E-mail addresses with commas and no linefeed

between addresses. This option can be used with Outlook Express or IMAIL. The "Compose" option will allow you to
compose and send an E-mail using the addresses.

Select Format: |List -

used fi; the ATHHETBMGraduatibn options below (example May graduation = Spring YYYY, August graduation =
Summer Y, Fall graduatierr= Fall YYYY)).

Select Term: [Fall 2009 |

Step 3: Select Campus.

Select Campus: |All Campuses -

Step 4: Select Distribution List. Users must enter the relevant information and then click the appropriate "Query"”
button in order to retrieve the list.

Common Advisor List (Make certain to lead with the @ symbol.). Request all registered students for the given
term with a common advisor.

Note: Class level is determined by number of credits earned, and does not include number of credits in progress.
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Below is the screen that is displayed when Compose is the format selected. The user can compose

their message and send it to the recipients listed. The message is sent to all recipients in the BCC: with

the user

copied.
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All recipients will be listed in wordwrap format.
Enter your Subject:
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