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Email distribution lists can be easily created for each class section that a faculty member teaches. Such
lists make it possible to send messages to all the students in your section. You will need access to the
Student Information System (SIS) database. If you do not already have access to this system, please
complete a TTUMIS Request Form (From the TTU home page, under Computing = Forms), and return
it to Records, Box 5026.

Remember that this information is confidential and no one other than the instructor of the course should
be allowed access to the created lists.

Creating the Distribution List

.. M tatech sdu (1) [defoull] - OVT{Tanm
Ede Edit ‘“iew Zotup Eoymaps Fgm Prmor Commands Mothpps Help

o3 Uele to TTU Admin Syst
On or after the first day of classes: S ain Hanu TBLT
1) Log into your TTUMIS account. AR L e L e et
. ADS ... Alumni : l}eud{nnﬁiinﬂlt L gty Fmancm: gphngirns.ﬁlrﬂll
2) From the TTUMIS Main Menu, 515 ..., E{E.Lt Inta fsmujsal: ... Human Resources :HRE}[HBI]

Student RAecords Personnel ﬂec_:nrd?
. .. Rocess 1A On-Line Doc TT0 .... TTU Systems [TBI
at the 7> prompt type:
Access E-Hail
Aceess System Utilities [UBL]
. Academic Admin Henu
.. For Hew Hope

')>SI S [ Ent er] "0 Leave the Syustes
?>reports [Enter]
?>cl asswi ndow [ Enter]

Enter desired option and press return (Type help for assistance)

ttumis.tntech.edu (1) [default] - Q¥T/Term
File Edit “iew Setup Keymaps Font Printer Commands NetApps
3) Wait while the window comes
up. Alist of course sections ids
that are valid for the current se-
mester will be displayed.

Tupe bheginning letter, then use arrouw keys to highlight

4) Select your course section by
typing the first letter of the de-
partmental code and using the
arrow keys on the keyboard to
scroll up or down to the exact
section.

5) When your section is high-
lighted, press [Enter].
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Creating the Distribution List (cont.)

“lttumis_ tntech_edu (1) [defaulf] - Q¥T/Term

File Edit ¥iew Setup Eeymaps Font Printer Commands  MNetApps  Help

...YOUR LIST IS BEING SUBHMITTED TO BATCH FOR PROCESSIHG.
...YOUR DISTRIBUTION FILE WILL BE EHAILED TO YOU..SUBJECT IS5 SECTION ID.

6) You will see the message shown above. Your request for an email distribution list is submitted to
the VMS batch queue for processing. This may take some time depending on the number of jobs
submitted.

7) A list of email addresses for this class section in the form abcl234@tntech.edu will be mailed to
your default email address. This file will also include the student’s first and last name. Each field
will be separated by commas.

8) You will then be returned to the list of courses. You may select another course or press [ Ent er ]

while Exit is highlighted to return to the Reports Menu.
9) At the ?> prompt, type Leave and press [ Ent er ] to logoff.

Please note: Distribution lists can be created for the current term on or after the first day of classes
for that term. Once you have created a list for your class section, your file will not be automatically
updated when a student drops or adds class sections. You can recreate an updated list any time by
repeating steps 1 through 9 above. You may especially wish to do this after the drop/add deadline.

If you have any questions or problems creating your distribution list, please contact Kay Hume at
3976 or Richard Cashion at 3973.
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Importing the Distribution List into an Outlook Express style Address Book

Locate the distribution list message:

1)
2)
3)
4)
S)

Save the attachment:

Open Outlook Express.

After a time, you will see a message fo yourself that was sent from yourself.

There will be no actual text to the message, but there will be an atfachment.

This attachment contains each student’s email address, last and first name for a class section.
The file is named as the subject area - course number - section number and is a text file (.txt).
For example, math-431-001.txt

1)
2)
3)
4)

Click on the paper clip and then on the filename.
Select ® Save to disk.

Browse to a convenient location to save the file (such as My Documents).
Click Save.

Minimize Outlook Express and open Windows Explorer to Create an Address Book:

1)
2)

3)
4)
S)
6)
7
8)

9)

Minimize Outlook Express _|

Open Windows Explorer from the Start menu:
Programs = Windows Explorer

or Programs = Accessories > Windows Explorer
or in the taskbar click on the Windows Explorer icon. @
Browse to a convenient folder location, such as My Documents

File > New — Folder

Give the new folder a convenient name, such as Class Email Address Books

Double click to open the folder.

File > New = Text Document

Name the new document appropriately for your class with the extension .wab

For example, Math431.wab You may create as many address book files as needed for the
number of classes you teach. (Note: wab stands for Windows Address Book).

Click Yes when you receive the warning: “If you change a filename extension, the file may
become unusable. Are you sure you want to change it?”

10) Double-click to open the address book file (e.g. Math431.wab).
11) Opening a file with the extension .wab causes the Address Book accessory to run, so that you

may import the class addresses into this specific address book.

Please note that the steps on the following pages all take place in the Address Book accessory
and not directly in Outlook Express.
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Importing into an Qutlook Express style Address Book (cont.)

To import this information into your address book:

Address Book Import Tool E
1) From the menu, select:

File = Import - Address Book | Selectthe program orfile type vou want to import address boaok information frorm, and
then click the Import buttan.

(In version 5.0, select

Other Address Book)
Eudara Pra or Light Address Book (through +3.0) Import I
. . LOIF - LDAF Data Interchange Format
2) Select the last file type listed: Microsoft Exchange Personal Address Book Closa |
Text File (Comma Separated Values) Microsoft Internet Mail for Windows 3.1 Address Book —

Metscape Address Book (w2 orv3)
MNetscape Communicatar Address Book (w4
‘Text File (Comma Separated Values)

3) Click Import

4) Under Choose a file to import: | =h99se afileta impart
Click Browse. I Browse .. |
5) Near the bottom, under Files of type: Files oftype: | Text Files (“td) |

Select Text Files (*.txt) | Comima Separated Yalues (*,
T ext Files (* b
Al Files 04

6) Locate your file in the location you
selected to store it, such as math-431-001.txt in My Documents.

7) Double-click to select the file.
8) Click Next.

Map the fields to your address book:

tdap the fields wou wish to import:

1) Click to M check the EMAIL box under Text Field.

TextField Address Book Field
2) To indicate where to import this information, select the FIRSTN o STl
field, E-mail Address, from the pulldown menu. [~] O LASTHNAME
3) Click OK.

4) Click to & check the FIRSTNAME box.

5) Select First Name from the pulldown menu. selectan address book field for the text field:

6) Click OK. EhdAIL
E-mail Address LI
7) Click to M check the LASTNAME box. Mame ~
8) Select Last Name from the pulldown menu. iCk”
. C-mal ACCress

9) Click OK. Home Street

If you see a field “IGNORE”, ignore it. MomeCity -

10) Click the Finish button. Ok | Cancel

11) Click OK in the Address book import has been
completed successfully box.
12) Click Close to close the file type selection box.
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Sending Email to your Class from the Windows Address Book Accessory

To create a group: E2: Address Book - ({

Fle Edit Wiew Tod
1) Select File > New Group or New button = New Group =]~ ' |
2) Type a group name such as Math431 Mew — Propertie
3) Click the Select Members button. Mew Contact..

ey (5 oL, ..

Mew Folder...

4) Click on the first name in the list, scroll down,
Shift + Click on the last name.

5) Click on the Select- button to move all the names at once into your group.

6) Click on OK when you are done selecting names.

7) Click on OK to close your new Group.

To send an email message to your class without a large header:

1) File > New Contact or |[frs;  [math Mdde:  [431 Last: ISpring 2000
New button > New Contact

Create a new contact to rep- Title: I Displary: | Math 4315pring 2000 | Mickname: I
resent your own email ad-
dress, but use the class
name instead of your own
name — Eewellsmtntech.edu {Default E-Mail) Edit
2) Click OK.
2) Select your new entry which shows your own email
address with the class name (Math 431 Spring 2000) from the list of names in the address book.
3) From the menu, Tools = Action = Send Mail
(Or in earlier versions Tools = Send Mail).
4) A new message window will appear showing the message is from you, and is to the class.
4) Click on the Bcc: icon (In earlier versions, if you don't see the Bec:, just click on To:
to get to the selection window.)
5) Highlight the class group name Math431 | Bcc: -> | £ Math431
6) Click on the Bee:-> button.
7) Click OK.
8) Click on the Send button. «| | |

E-Mail Addresses: I fi¥ols|

Using this technique, each class member will see that
the message is to the class name (e.g. Math 431 Spring
2000) and will not see a long list of the entire class’s
email addresses.

.‘!‘u Class Assignment Due on Monday

J File Edt WView Insert Format Tools Message

E‘X@%mﬂq

Send CUE Copy Pastel Undo Ched

Remember to open each address book directly | From:  |ewels@mtech.edu  (geminimtech.edu)
to send mail. Double-click on the address EATo:  |Math 431 Spring 2000

book filename from within Windows Explorer. ce |
These address books are separate from the
one you have set up in Outlook Express and

not directly accessible from there.

Boo: |Math431

Subject: |Class Assignment Due on Monday
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Importing the List into a Netscape Communicator Address Book

Please note that while Netscape Communicator is not supported by Information Technology Ser-
vices, here are some brief instructions for those who may be using it.

Locate the distribution list message:

1)
2)
3)
4)
S)

Open Netscape Communicator Messenger.
After a time, you will see a message fo yourself that is from yourself.
There will be no actual text to the message, but there will be an attachment.

This attachment contains each student’s email address, last and first name for a class section.
The file is named as the subject area - course number - section number and is a text file (.txt).

For example, math-431-001.txt

Save the attachment:

1)
2)
3)
4)
S)

Click on the attachment to open it.

In the menu, File = Save As.

Browse to a convenient location to save the file, such as My Documents.
Click Save.

Close x| the attachment.

Create a new address book for each class:

1)
2)
3)
4)

Import the email addresses:

In the menu, select Communicator = Address Book

In the address book, select File > New Address Book

Type a new name, descriptive of your class. For example: Math431Fall99
Click OK.

Note that you can create a new address book for each class section.

1)
2)
3)
4)

S)
6)

7)

8)
9)

Directory

#H-# Fersonal Address Book
2 MNetcenter WMember Dire...

U1 InfoSpace Directan

| Math431Fall9d

Werisign Directony

Select this address book by clicking on it in the directory list.
From the menu, select File = Import.
Select the last file type listed: Text file

=

i

Click Next

Flease select an import farmat fram the list below:

Communicator Address Book

File Format: Comma Separated (CSV)

Eudlora

Click Browse to locate your saved attachment. LDIF file {address book)
Cutlook 97 /98
| Outlook Express

In the Open file window near the bottom, Tend file (address book)

under Files of type: select Text Files (*.txt)

so that you can see files with this ending. . [T

Locate your file where you selected to store it.
Double-click to select the file.

|Comma Separated Yalues [*
‘Text Files (* td
All Files (**)

Information Technology Services
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Importing the List into a Netscape Communicator Address Book (cont.)

Map the fields to your address book:

1) Click in the first Communicator Field box and select Email from the pulldown menu.[x]
2) Click in the second box and select First Name from the pulldown menu. =]

3) Click in the third box and select Last Name from the pulldown menu.[>]

4) Click Import.

Note that in Netscape, Impart File:  [C4WWINDOWSY TEMPAMATH-431-001 TT .
the header line will also be I 4'
imported as File Farmat: ICDmma Seperated (C5Y) LI

FIRSTNAME LASTNAME.

Flease select a Messenger address book field for each walue shown from the text file

Select and delete that entryfrom recard. Each line in the text file will then be imponed as an address book entry using the
selected fields.

your address book. «
Cormmunicator Field: Textvalues from Record 1 :l
| Ermail o [
[First Name: =]  FIRSTNAME"
[ Last Name: v]  LASTNAME"

La =
Mickname:
Title:

Cormpany:
Department: -
Motes: —I
Frafers htrl mail:

Address: I—I
City: Import Cancel |

Create a List Consisting of Class Members in Netscape

Directory
F-# Personal Address Book
3 MNetcenter Member Dire...

1) Select Communicator = Address Book
2) Select your class address book (e.g. Math431Fall99)

. ., . . S 0 InfoSpace Directo
3) Click on the New List icon in the toolbar. & YTy e
e List AT e e
L1 erisign Directany

4) Choose a descriptive name for your class section
and type it in under List Name (e.g. Math 431 Students).

5) Move the Mailing List window to one side, so that you can see class members in the
address book listing.

6) Click on the first name in the list. Hold
the shift key down and click on the last Type names or drag addresses inta the mailing list below:
name in the list.

7) Drag the names to the mailing list =

8) Click OK.

9) Close xIthe Address Book.
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Create a List Consisting of Class Members in Netscape (cont.)

To send a message to your class section:

1) Click on New Message in the toolbar.

2) Click on Address in the toolbar.

3) Select the appropriate address book (e.g. Math431Fall99).

4) Click on the List Name (e.g. Math 431 Students) for the class.
5) Click OK and type your message.

Getting Help

With SIS and ClassWindow:

If you have a question about SIS and ClassWindow, please contact Kay Hume at 3976 or by email
at KayTHume@tntech.edu or Richard Cashion at RCashion@tntech.edu.

With Outlook Express and the Address Book Accessory:

For questions on Outlook Express or the Address Book Accessory, you may wish to consult the
online help included with each. From the menu bar, select Help = Contents and Index.

Handouts on using Outlook Express and other programs are available on the web. From the TTU
home page go to Computing = Publications (at www?2.tntech.edu/its/pubs/).

If you have a question about Outlook Express or the Address Book Accessory that the online
help does not address, please contact your college contact or the Microcomputer Support Office at
6315 or via email at MicroSupport@tntech.edu

With Netscape Communicator Messenger:

To get help with Netscape Communicator consult the online help included with it:
Help = Help Contents.

This program is not currently supported by Information Technology Services.
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