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Email to the Roster (8 Steps)

Step 1: Click on My Responsibilities and the area to the right where the red circle illustrates

VDSS_Ext-Va Dept of Social Services - External Learning Team Responsibilities

Step 2: Click on Training

TRAINING PEOPLE NOTIFICATIONS

Step 3: Click on Instructor Tools

Quuick Links

Approval Requests

MNon-State User Approval Console

Lodging Console

On-the-Job Training Tasks

Step 4: Click on Manage Students

Instructor Tools

—

My Teaching Schedule Manage Students Gradebook Console Meeds Grading

My Teaching Schedule

Today MNext 7 Days Next 30 Days Adl My Upcoming Events Recently Ended
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Email to the Roster

Step 5: Click on all instructors or me, populate search field, populate start end dates, then click filter

MMy Teaching Schedule

Instructor Tools

Manage Students Gradebook Console MNeeds Grading

Manage Students

(Me Al Instructors . |

D,

Pending Action

Pending Action

rt Date
10/10/2016

End Date

10/31/2016

Filter € e——— —

Step 6: Click on the event title for the roster you desire

Development

VDSS - CWS1021: The Effects of Abuse and Neglect on Child and Adolescent

10/M2/2016

Adolescent Development (Roanoke)

Date Section User Pending Action
10/25/2016 - CWS1021: The Effects of Abuse and Neglect on Child and Adolescent 24 & Waitlisted
10/26/2016 Development (Virginia Beach) Students
10/11/2016 - VDSS - CWS1021: The Effects of Abuse and Neglect on Child and 24 9 Waitlisted
Students
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Step 7: Click email all

CWS1021: The Effects of Abuse and Neglect on Child and Adolescent
Development (Virginia Beach)

For Classroom Course: VDSS - CWS1021: The Effects of Abuse and Neglect on Format: In-Person
Child and Adolescent Development

Date Range: 10/25/2016 - 10/26/2016 Section Code: Eastern Section Number: 117
Students
Enrolled (24) Waitlisted (6)

Email All Record Attendance, Status, and Scores Create Gradebook Export to Excel Export To PDF

Step 8: Complete email form...

Send Email

Complete the required fields, enter your message and then select Send.
From

vdssknowledgecenter3@dss.virginia.gov

*To

ClassrcomCourseSectionAllEnrolledUsersEmail

*Importance A. Select Email send importance
B. Enter subject
Medium Q C. Do not change this
D. Enter your message
*Subject E. Optional... if you require a copy of this email
F. Preview the outgoing letter
@ G. Send this email to the current roster.
Letterhead
Domain Default: No Letterhead o E| Preview
*Message
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@end this email to me for my personal records. e

Cancel e View default email text
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