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1. Extracting Class email addresses

1.In AgreSSO menu pane click on the — q
Reports tab as highlighted below: =
Bow Valley College

Menu Ikems

F-{-7 Agressa Camman
#-{-7 Agressa Education Management
BT &gresso Curriculum Management

Menu | Repu:urts.l_ e Searchl

2. In the Reports menu pane, navigate to the Global — Student Email by State and Service report and
open it.

Reports

=] Reparts
== Global reports
. E-{7 Student Reports
H-57 Alumni
== Email lists
i - Global -Student Email by State and Service
“{77) Private reports

Menu [ Reports | e Searchl
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The report will open:

B¥ Global -5tudent Email by State and Service -0l x|

J Add field Addfchange expression Add relation  Add Flexi-field Add tree  Expand base Delete Field }: J Mew link. Organise links
1 -5etup |2 - Searche | 3 - Results |
ll Agoregated =
il Enguiny ot chahges r
Termplate Global -Student Email by State and Service j
0 Show | SubTok | Sort | Break col. | Source
Skudent Mo Code O
2 |Firsk name Code U
3 |Surname Code (|
4 |Adddress Code O
5 |city Code [l
6 |Province Code (|
7 |Postal Code Code O
8 |BYC Email Code U Expand base: Address
9 |Password Code O Expand base: Events
10 |Program Code ] Expand base: Goal
11 |Program Offering Code U Expand base: Goal
12 |Service Code Code O Expand base: Enrollment
13 |Service Offering Code ] Expand base: Enrollment
14 |State Code | Expand base: Goal
15 |Address type Join-column O Expand base: Address
16 |Closure Date Join-column ] Expand base: Enrollment
17 |Closure Code Jnin-calumn | Expand base: Enrollment
18 |Student Status Code O
19 |Event Status Join-column ] Expand base: Events
20 |Event Twpe Jnin-calumn | Expand base: Events
1] | IO

3. To run the browser, click on binocular button on the toolbar or

press the F7 key.

+., AGRESSD Business World - Globz

JE"E Edt Data Tools Wiew &
Jéltﬁlﬁfﬁ?lmi.

= Reporks
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The browser parameter entry dialog box opens:

Il Enter parameters

X
Column name Type | From | QK I
1 |State like: REG*
2 |Service Code like ESLF* Cancel |
3 | Service Offering like: 07 ALGRM*

A

The 3 fields shown in the dialog box will help to narrow down the report to the list of students that you
are specifically looking for. The data in the From column are some defaults that have been set when this
report was created. They may not apply to the report you want to run.

4, Enter the information as follow:

Service Code: Enter the code of the course you are teaching. (e.g. ESLO003)

Service Offering: enter the offering code of the course you are teaching. (e.g. 09AUGRMTR1)

State: leave this as it is or set it to Registered. This will limit the list to students who are currently
registered. Otherwise it will give you addressed of those who have withdrawn from the course

as well.

M Enter parameters

Column name

1 |State

Type | __Ffrom | To
like REGH
2 |Service Code like ESLOODG
like o2AUGRMTRL |

FService Cffeting

5. Click the OK button and the results will be displayed in the Results tab:

(note that the personal information of the students are removed from this screen shut for FOIP issues)
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Global -5tudent Email by State a... |

Jndd field &ddfchange expression Addrelation Addflexi-field Addtree Expand base Deletefield Delete allfields, Search conditions Column format + ?

J e link.

1 - Setup I 2-%Searchc 3 -Results I

First name | Surname | Address | city [ Province [ PostalCode |  BYC Email | Password |Prog’
1 e Calgary AE |- ’ oA
z Calgary AE : n A
3 Calgary AR : 14 )
4 ! Calgary AB | 1A
5 Calgary AE ' et ,
& Calgary AE | L
T Calgary AE : n
4 Calgary AB : 14
@ Street SW Calgary AB . e
10 Calgary AE 1 et
11 Calgary AE ' n
12 Calgary AE : n
13 Calgary AE | 1A }
14 Liberec 16 | 14

.. - T T e v T v Calgar AR

The column you need is BVC Email. You can copy this column and paste it to any other application that
you need, such as MS word or Excel. The next section explains entering this information into MS

Outlook.
2. Distributionlist @ == —— =
To create a distribution list in MS Outlook [—] Mail
environment, you need to be in the ﬁ
Contacts section. RS

EE Contacts

o] Tasks

1. From the New option list in the toolbar, )
- . ) [i») Contacts - Microsoft Qutlook
select the Distribution List option. .
¢ File Edit Yiew Go Tools Adions He

| 8 New *iﬁh{ix-‘j%* e WL

(183 Contact Ctrl=M E
€} Distribution List Ctrl=Shift-L
H iy Folder.. Ctri=Shift=E |

Mavigation Pane Shortcut...

I_ﬂ Mail Message Ctrl=5hift =M
ﬁ Appointment Ctrl=5hift=A
ﬂ Meeting Reguest Ctrl=Shift=Q
< Task Ctrl=Shift=K
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An untitled distribution list will open:

(O ]9 Ve v )+
[ |
Distribution List Insert Format Text

o aseer [BIL) 6 & & @0 5

Save & 'x Delete | |Members| Motes Select Add Remowve Update || E-mail

Close Members Mew MNow

Actions Show Members Cnmmunicate)
Mame: I
|3 Mame

2. Give it a meaningful name. (e.g. ESLO003 Email list)
There are two ways of building your list.

a. Add the students one by one to the list.

3.a. Click on the Add New button in the toolbar.
Format Text

gl & A

3 Select fdd | Femove Update
Members  Mew Mow
Members

The Add New Member dialog box opens.

** NOTE: If you check the Add to Display namme: IBruce Wayne
Contacts checkbox, the system will E-mnail address: II:u'f.'a‘,-'ne123@m}'b'-'c.ca|
create an individual contact record for

. E-mail type: ISMTP Custaom bype |
this member of the group. You can use
the individual address to send an e-mail Inkernet format: {Let Outlock decids the best sending Format i
to this student only, and not to the ™ add to Contacts

whole group. ** ITI
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4.a. Enter the student name and his/her email address in the given fields.
5.a. Click OK button.

You should repeat these two steps for each student in the class. However, once this is set up at the
beginning of the term, it will stay in your contact list until you wish to delete it.

b. Add all students to the list at once.

3.b. Click on Select Members button: Format Text

] & &

5 select Add Remove Update

Members Mew Mow
Members
The Select Members dialog box opens. Select MembersSLEE NN =
Search:  MNameonly  More columns  Address Book

4.b. Place the cursor in the Members -> field, | [ ] farresaces =l Advanced Find

and paste the list of your students in this field.

B

5.b. Click the OK button.

K _>lJ
Members -= | ||

(a4 | Cancel |

6. Once all students are entered in the !-f ey ol ¥ 3 & % | = ESLO0O3 Email List - Distribu...
list, click the Save & Close button: - Distribution List Insert Format Text
e © gl sy -
N & i
Save & }( Select e || E-mail Meeting || Options Spelliv
Close Members 85 - -
L. . i i X Actions Show Members Communicate Proofin
The distribution list will appear in the
contact list of your MS Outlook account. Mame: |E5L0003 Email List _
|1 Mame E-mail |
==| Bruce Wayne bwaynel 23 @mybveo.ca
==l lack Black jblack7a9@mybvc.ca
=| loe Iblowd 56, c.ca
e 2] pat T SO il
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3. Sending mass e-mail to students

When sending an e-mail to a group of recipients, it is recommended that you enter the addresses into
Blind Copy (Bcc...) field. This will protect the information of your recipients. This document will look at
sending mass e-mails to your students using MS Outlook.

1. If Bcc... field is not automatically displayed in your outlook message window, you can add it by clicking
on the Show BCC button in the Options toolbar group as shown below:

F

‘Cia ™ s L N S Mext class-reminder-r‘.-1essage[HTr-.-1L]'i"

- Message Insert Options Format Text

o

1 84 | Aa Plain Text el 5
i‘:l a8 = Re ta Deli Receipt.g
X quest a Delivery Recaip
=4 IS G
Themes | | Show  Show . Use Voting Request a Read Receipt
~ Bece  From Aa Rich Text Buttons ~ p

Fields Farmat Tracking

This message has not been sent.

o
=

Subject: INext class - reminder

Dear students,

This is a reminder that we will have a guest speaker for our next class. L
in advance if you are not able to make it.

Bcc... field appears between the Cc... and Subject: fields.

This message has not been sent.

Send

Mext class - reminder

Subject:

; To... | I
:ﬂ {CL... | I
Bcc... | |

|

\ A V4 'y

-._‘\ _?ﬁuw_gw\x“ \ﬁr‘—*‘\-w ‘-J '\_\_



n Creating Student e-mail List — from Agresso

2. Once Bcc field is added to the message, place your cursor in the Bcc field and do one of the following:

a. If you have already created a distribution list with all your students included in it, just type the
name of the list in the Bcc field and the system will recognize the address.

FIETO5 FOTTar TTaCETRg TGS UPTL.,. ™

A

This message has not been sent. ,
5er1d 4|

o | | B ESL0003 Email List]

Subject: INEH class - reminder J

b. If you have extracted the list of e-mail addresses of your students and copied them from the
agresso report, paste them directly into the Bcc field.

TTITS TIMES5dTE TTdS TTOL OEETT SETIL .
Send 4| I *
| iln':yb'u'c ca ﬂ
g9@mybve.ca
H@mybve.ca
FEmybve.ca|
Subject: INEH class - reminder
'\.h

3. Like sending any other e-mail, once you have the addresses, subject and body of the message ready,
click on the Send button.
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