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How to email students through Atlas

This document will explain how to email students through Atlas.

1) Go to the Valencia College website.
2) Click Atlas Login at the top of the home page.
3) Click the Faculty tab on the Navigation bar at the side.
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4) Click the Faculty Services button on the top right of the page.

Faculty Services

© New Faculty Services gives faculty quick access to:

* Grade Entry

* Class List

» Faculty Detail Schedule
= and more

Faculty Services

5) In the Faculty Services box, click Faculty Detail Schedule.

Home > Faculty Services

Personal Information Faculty Services Employee Services
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http://valenciacollege.edu/
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6) Select a Term and click Submit.

Select the Term for processing, then press the Submit Term button.

Select a Term:| Summer 2018 Credit Courses ¥
Summer 2018 Credit Courses

[ submit [ ey oy
Fall 2017 Credit Courses

7) Next to Rosters, click CRN.

Please enter the CRN you wish to access, or select a different term.

CRN: |MAN 4162 WO03: Customer Relations, 14281 (30) v|
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8) Scroll to the bottom of the page and click the Email Class button. If you have the
Microsoft Outlook application on your computer set up to automatically open to
your Valencia account, the application will open and these email addresses will
populate in the address line, allowing you to send an email to your students. If
Outlook does not open, proceed to the next step.

9) If you don’t have the Microsoft Outlook application on your computer set up to
automatically open to your Valencia account, you can use the Office 365 account
to log into your email at https://www.office.com/.

10) From the Atlas page, hold the CTRL key and click the Email Class button, (if you
are using an apple product, hold the Command key &8.) With this key held, click
on the Email Class button.



https://www.office.com/
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11) This time, a new browser tab should open up. (If you don’t see the new browser
tab, check your pop-up blocker settings).

- O 'Y
Faculty - valenciacollege.edu X | @ Faculty Class List by Course Refe. X Untitled x o+

[ 2N 6 Wmailto:?Boec=nbarber1 @mail.valenciacollege.edu mboarman@mail.valenciacollege.edu,jbonomo1@mail.valenc .

11 Apps Valencia College l Atlas Login Blackboard Learn Banner [JA Outlock Web App NE‘W brCIWS.E.'I' tab

12)With your mouse, right-click the contents in the address bar, and select “Copy”.
You will need to open Microsoft Word. From the blank Word document, you can
paste the contents as plain text.

“Keep text only”
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13)Notice the extra text at the beginning of your student list. Delete “mailto:?Bcc="

14)You'll also see the class list with commas. For this to work in the email address
bar, we need the delimiter to be a semicolon rather than a comma. There is a
simple solution:

Comma delimiters

abigailadams@mail.valenciacollege.edu,rederickdouglass@mail.valenciacollege.edu,calvincoclidge@m
ail.valenciacollege.edu,johnlennon@mail.valenciacollege.edu, billieholiday@mail.valenciacollege.edu,m
uhammadali@mail.valenciacollege.edu,billgates@mail valenciacollege.edu, bobdylan@mail valenciacoll
ege.edu,abrahamlincoln@mail.valenciacollege.edu,atticusfinch@mail.valenciacollege.edu,ulyssesgrant

@mail.valenciacollege.edu, humphreybogart@mail.valenciacollege.edu,tomsawyer@mail.valenciacolleg
e.edu

15)These commas can all be changed at once by using the “Replace” command on
your Microsoft Word Home tab:

Document] - Word

Insert Design Layout References Mailings Review View ACROBAT Q Tell me... Aaron Bergeson ,Q;- Share
L] . = s a— | == =— O Find =
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D Calibri (Body) - |11 A A Al == T | EE = 20T AaBbCcDe AaBbCcDe AaBhCi 8 Repiace
Paste - 2 L oaky === |=- . i -
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16)The “Find and Replace” window will open asking what you want to replace. In the

Find What field, enter “,” (comma). In the Replace with field, enter “;
(semi-colon). Select the “Replace All” button.
and Replace ? X

Find Replace  GoTo

Find what o___ Enter the comma key. *,” 9

Replace Wit Enter the semi-colon key, *," s

Mare >> Replace Find MNext Cancel
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17) Now your list of names should have the semi-colon delimiter:

Semi-colon delimiters

abigailadams@mail.valenciacollege.edu;frederickdouglass@mail.valenciacollege.edu;calvincoolidge @m
ail.valenciacollege.edu;johnlennon@mail.valenciacollege.edu;billieholiday@mail.valenciacollege.edu;m
uhammadali@mail.valenciacollege.edu;billgates@mail.valenciacollege.edu;bobdylan@mail.valenciacoll
ege.edu;abrahamlincoln@mail.valenciacollege.edu;atticusfinch@mail.valenciacollege.edu;ulyssesgrant
@mail.valenciacollege.edu;humphreybogart@mail.valenciacollege.edu;tomsawyer@mail.valenciacolleg
e.edu

18) Now you can copy this list and paste it into your address bar in Outlook from
Office 365. Each student should populate as a separate individual denoted with a
circular initial icon. You should have one of these for each student in your class:

u johnadams@mail.valenciacollege.edu

o billieholiday@mail.valenciacollege.edu

19) You can now compose your message and email your students.



