
 
 

HOW TO BUILD EMAIL LIST IN POWERSCHOOL ADMIN 
 
 
 
 
 

On the first page, choose students/families you want to send emails. 
On the right-hand side pull down the arrow to Functions, Build Email List: 

 
The next page will pop up with multiple selections of email: 

 

Click which one you prefer, then go to the bottom click the copy button 
and use the BCC field to Email. 

 

 


