URSA E-Mail Tools

(Section 1 — Using The Self-Service Tab)

(Section 2 - Using The My Courses Tab
with Course Studio — No Blackboard)
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(Do Not Copy Without Permission)

Important Information For URSA E-mail Methods

E-mails sent through “Self-Service” and “Course Studio” use
the registered, preferred e-mail address listed in Banner for
each student. The UCA Department of Information Technology
recommends that students use the UCA Cub account address
as their preferred address and does not guarantee any other
address.

It is suggested that you run an e-mail test with your students at
the beginning of each term using the method you prefer. It is
also suggested that this test include a student reply of your
original e-mail.
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Send E-mail To Students Through The URSA Self-Service Tab

Login to URSA and click
on the “Self-Service”
tab.
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Click “Faculty”.
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Send E-mail To Students Through The URSA Self-Service Tab

Click “Summary
Class List”.
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Send E-mail To Students Through The URSA Self-Service Tab

Select the correct term
or semester and click
“Submit”.

Select the desired class
(CRN) and click
“Submit”.
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RELEASE: 7.3
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Send E-mail To Students Through The URSA Self-Service Tab

To send an e-mail to
an individual student,
click on the envelope

e

e 1, 5004

icon at the end of the
student’s name.

To send an e-mail to
the entire class, scroll
to the bottom of the
screen and click on the
“Email class”
envelope icon.

Email class @

This method uses the instructor’s regular UCA GroupWise interface. Fill in all desired
fields and click “Send” as usual when ready.
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Send E-mail To Students Through The URSA My Courses Tab
Using Course Studio - No Blackboard

‘ Click the “My Courses” tab. \\
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When you enter the “My
Courses” screen, the

My Courses

current semester classes
will be displayed.

Course Schedule for: [spring 2003+

Courses I'm Teaching:

Spring 200%: Sec,

Click to select the desired ¥ HONORS CORE 11 Home-1520-0
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¥l SENIOR HONORS SEMINAR, HoNC-4310-0

UCA Center For Instructional Technology
(Do Not Copy Without Permission)

Send E-mail To Students Through The URSA My Courses Tab
Using Course Studio - No Blackboard

This section of URSA Sy courses LMy

: “«
IS Ca”ed course COUI’SE Homepage - RHETORIC & COMPOSITION
StudiO", Your Location: Course Homepage

You are now located on the
Course Homepage.

From the “Course Tools” | __—

Menu, select “E-mail”.

Course Taols
Hamepage
Announcements
Hews

Phatos

Links

Files

Message Board

Members

Content Tools
Manage Homepage
Manage Hews
Manage Photas
Manage Links

Manage Files

$ There are no message board topics.
2 = ¢ More topics... * Post a topic

Announcements

There are no announcements,

+ More announcements... % Send announcement

Message Board Topics
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Send E-mail To Students Through The URSA My Courses Tab
Using Course Studio - No Blackboard

To send an e-mail to all
students, click the “Select

” 7 «
All bOX' then click “Send | Hame | Seb-Service | Resourc '.'3!"-"-" york | My Tab
E-mail”. :
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Note: When you click “Select
All”, a check will be marked in
each box. You have the option
of un-checking any box you do
not wish to use.

March 04, 2009

Note: You also have the
option of checking a single box
or group of boxes to send an
e-mail to an individual or group
of students.

Mardh 04, 3008

sgent January 27, 2009
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Send E-mail To Students Through The URSA My Courses Tab
Using Course Studio - No Blackboard

Note: All selected students will
receive the e-mail as a “Bcc”. 7

Compose E-mail & ot

Place your e-mail address in one of
the fields to receive a copy of the
e-mail.

Click “Send” when the message is
complete.
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