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Step 1: Log into Self-Service Banner  
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Step 2: Click on Faculty/Advisor 
Services 
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Step 3: Select Term  
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Step 4: Select Summary Class List   
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Step 5: Select your 
appropriate course 
and section   
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Click the “Email class” link located 
at the bottom of the Class List.  A 
new email message will 
autopopulate all of the students’ 
email addresses in the Bcc line of 
the email.  Note: you must have 
Outlook email open and running 
when you click here.  

 


