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Viewing Class Roster 
To send an email to all or selected students enrolled in a class you need to first view the Class 
Roster.  

1. Navigate to: Curriculum Management > Class Roster > Class Roster.  The Class 
Roster Find an Existing Value page appears. 

 

2. Enter in the appropriate search criteria and click “Search”, the Class Roster appears. 
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Emailing Students from Class Roster 
1. To email the entire class click on the “Notify Listed Students” link. 

 

 

 

Your email appears. You can manually edit the To, CC, and BC fields. The Subject line can also 
be edited.  
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2. After you have entered in your email message, click on the Spell Check button to run the 
Spell Check option. 

 

 

3. Click on the “Send Notification” button when you are ready to send the message. 
 

 
 
 

1. To email selected students in the class select the students you want to email by putting a 
checkmark in the “Notify” box and click on the “Notify Selected Students” link.  
 

 
 
 
 
Follow steps 2 and 3 from above to complete the email process. 
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