1)

2)

3)

4)

5)

Genesis — Class Email Distribution Lists

Create Distribution List

Log on to Genesis

Click on Gradebook
o Upper Saddle River School District
(G@“_&_?_I_S' ear: | 2012-13 + | [ Robert D. Reynolds Primary School  # ]
Student Data | Grading | Attendance gl o d
] Home Gradebook W Profiles Post Grades Reports
Click on Setup 7 Gradebook.Setup.Emall Lists (8-WH/101 - Work habits) 3 |
User Email Lists
Click on Progress Reports 8-WH/101 - Work habits, ABCDEF, Per. 8 (FY)

I Course Profile | Progress Reports |

Available Email Lists | View List Contacts

List Name Counselors Case Managers Vice Principals 504 Coordinator

Mo email lists have been created.

Look at the bottom of the screen and find Email List Name. (example below)

Email List Name:

Include these email addresses:| | Counselors | | Case Managers || Vice Principals || 504 Coord. || Guardians || Gradebook Email || Student Email

Add Email List



6) Enter a name for your List (Example: ClassParentEmailList)

7) Select the Guardian checkbox (and any other checkboxes that you want to include such as principal or case manager)
The most common checkbox would be Guardian.

8) Click Add Email List to create your list.

9) Click the View icon on the right hand side of the table. The contacts are not added into the list until you
actually view your list

View Distribution List / Send an Email to the List

1) Click the View icon on the right hand side of the table

2) Select the “Select All” checkbox to gelect all of the email address

Courss Profile

Available Email Lists | View List Contacts

Select Email List: | ClassParentList % SVdents to Display: | Show only students in list Rebuild Course List with Defaults
1D Student Name || Contact Type Contact Name Email
20035 Bibi, Zachary Ryan @ 1 Guardian 1 Bibi, Stacey staceybibi@gmail.com J

16139 Bookstaver, Ryan Charles @ 1 Guardian 1 Bookstaver, Jennifer schjdb@aol.com j
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3) Click the “Generate an email line based on selected emails” (at the bottom of the page)
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20031 @,1 @ Guardian 1 Prisco, Julia julia@priscofamily.caom j
18206 @1 @1 Guardian 1 Reyes Guerra, Wanda wiji0227 @optonline.net j

@] Guardian 2 Reyes Guerra, Paul prgli22@optonline.net j
20068 Shah, Priva M @,1 @ Guardian 1 Shah, Sonal sonal821@yahoo.com j

@1 Guardian 2 Shah, Manish manishl?@yahoo.com j
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Send Email to Selectgd Contacts (Selected Emails will appear in the BCC line)
Create Progress Reports

Generate an emailfiine based on selected emails

4) This will generate a list of all the parent email addresses that you can copy into an email (the bcc field)
and send to parents

5) You can also copy and paste the email addresses into a distribution list to be used from Outlook Web
Access.




