Email

To schedule individual training for your district, contact SISTraining@tylertech.com.

youy

Student links/Email or click the Email Icon:

Overview

Email can be used to email a particular student along with parents, alternate parents, advisors,
counselor, and teachers; email an entire class; or email a selected group of students.

= To Email a particular student and/or the student’s family and staff associated with this student,
click the Email icon.

= To Email an entire class, click on Class Roster and click the Email icon.
= To Email a select list of students, go to the Student Data Grid to select the students-See section
Email From Student Data Grid.

Create an Email

Click the Email icon & and search for the student.

Email Body | Email Addlessesf Email &ttachments | Signature Test |

Teacher List:

O Today D All &clvizors

© This Term [ i counselors

O This Semester [ il Site Administrators

O This vear [ & District Administeators

[ Select... v|[(checkce | [ Clarcc |

EE Relationship Email-Addre

FTilE] This - User Mathrmar, Jim jmathman@EdwardsCountyR-2.k12.mo.us
[0 O [O Student Barker, Jeanne Marie jeanne@barker.com

O O OO (Prat) Father Barker, Joe joe@barker.com

0 O O (Prnt) Stepmather Barker, Renee renee@barker.com

O O O (altP) Mather appleton, Nancy nancy@appleton.com

O [0 [ taltPy Stepfather Appleton, Greg greg@appleton.com

0 [0 [ Counselor Miller, Gracie Faye  gmiller@EdwardsCountyR-2.k12.mo.us
[0 [0 [ Home Room Teacher Curlin, Jamie Lyn jeurlin@EdwardsCountyR-2,k12.ma.us
O O O 2-52-9THHEALTH GIRLS Clives, Hillary hclives@EdwardsCountyR-2.k12.mo.us
OO0 O 3-Y-ENGLISHI- M Magee, Kaleigh kmagee@EdwardsCountyR-2.k12.mo.us
[0 [ [0 7-Y-PHYSICAL SCIEMCE Jasper, Kathleen kiasper@EdwardsCountyR-2.k1Z.mo.us

1. The grid defaults to show the student’s current term teachers, advisor, and counselor. To change
the teachers shown, or to show all advisors or counselors at the building select the appropriate

option and click . Hpdate Grid Belowy

2. Check the appropriate boxes in the To, CC (carbon copy), or BC (blind carbon copy) columns for
all parties who should receive this email.
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Email

3. To carbon copy a group of people, select the group from the drop-down list and click __Check 2C_|

=elect

Parent=

Teachers

Advizars

Counselars

Site Administrators
Diztrict Administrators

Yo " Update Email Addresses and Continue

Compose an Email

. The Email Body tab displays.

Email Body | Email Addresses || Email &ttachments || Signature Te:-:ti

DT [suto-add this information to the Studert/Parert Contact Log

To: |jue@barker.cnm;renee@barker.cum;nancy@appletu:un.cnm;greg@appletun.cnm |
CiC |gmiller@EdwardsCuurﬂyR-E.k1 2.mo.ugjcurlin@EdwardsCountyR-2 k12 mous |
BCC: | |
Subject: | |
Attachments: | |

Spell Check

1. Type the Subject.

2. Type the Body of the email and click .

3. Check the box for Auto-Add this information to the Student/Parent Contact Log if desired.

Note: The email may only be auto-added to the Contact Log if it is being sent or copied to

primary or alternate parents.

Attach Files to an Email
1. Click the Email Attachments tab.

| Ernail Body i| Ernail &ddresses || Email Attachmentsl Signature Text |

| Attach All Files and Continue

Attachments:

H_ Browse...

” Browze. .

H_ Browse...

H_ Browse...

2. Type in the file path(s) or click .
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3. Once you have selected the desired attachment(s), click Attach All Files and Continue. The
Email Body tab displays.

4. To attach more than 4 files, click the Email Attachments tab again and repeat steps 2-3.

Add Signature Text
1. Click the Signature Text tab.

--E-I'I'IE-IH-E-;:Ia_'.-'-_:-EI'I'IE—i|-:":".-I:-|I:-|fE!SSES [ Ermail Attachmerts Signature Text |

|Karen Rhodes

| Svstem Administrator
\Edwwarcs School District
[314-555-0001

2. Type the signature text and click Save. This text will display below the body of the email and on
all future emails, but may be edited or deleted.

Send an Email
1. Click the Email Body tab.
2. Click the Send button. The email has been sent to all designated parties.

3. Click Done to exit.

Email from Student Data Grid
1. Go to Student Data Grid.

Click Get All Active Enroliments ﬁ , which will only be students enrolled in your classes.
From Actions dropdown, choose Select From Check-box List of Students.

Leave as defaulted (Display Just This List of Names) and click Done.

o > 0D

The Select box defaults to being checked for everyone. Click on the check box to unselect a
student or choose Clear All to unselect everyone and then click the ones you want to email.

Clear All Select Al

Student Name
Arkan Terrance ] [u=]

Arkin Alfred ] fule]
Arnold Harrison K lul=]

Awesome Lindsay 4 10

6. When you have completed making selections, click Done.
7. You will return to the Student Data Grid with only the selected students listed.

8. Click the Email icon on the far right and follow the steps listed above to complete the email.
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