Emailing Your Entire Class/Waitlist

If you have Outlook set up on the computer you are logged into, you can easily email your entire class

list or waitlist. To do so go to www.barstow.edu/faculty and click on the Banner for Faculty link. Once
logged:

Select Faculty & Advisors.

Select Term.
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Ensure the term is set to the correct term and click submit.
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Select Summary Class List.
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Select the class you want to email and submit.
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Scroll to the bottom of the page and click on the Email Class button (or if you want to email an individual
student you can do so by clicking the envelop icon after the registration information for that student).
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If the word Confidential appears next to a student's name, the personal information is to be kept confidential.

Course Information
Int Writing Essentials - ACSK 151 O
CRN: 403582

Duration: Jan 09, 2012 - May 18, 2012
Status:  Active

Enraiiment Counts
Maximum Actual Remaining
Enrollment: 24 1 23

Cross List: 24 22 2
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When you click the email button it will bring up your outlook and will automatically populate the
addresses into a new message. If you are mailing the entire class it will automatically populate all of the

addresses into the BCC (Blind Carbon Copy) field. This is required by FERPA for student privacy sake so
do not change this.



