SENDING EMAIL TO A CLASS THROUGH SELF-SERVICE
In order to send an e-mail to a class of students from Self-Service, an initial setup is required.

Please follow the steps below:

In Outlook
        Go to Tools

        Select Options

        Select the Preferences tab

        Click on the E-mail Options button

        Click on the Advanced E-mail Options button

        Put a check mark next to Allow Comma as Address Separator

You can now go to Banner Self Service and
        Logon to Self Service

        Select Summary Class List

        Select Term

        Select CRN

        Scroll to bottom of the page and click on Email Class

