Office of the Registrar

How do | email students from a course roster?

1. Loginto PiratePort https://pirateport.ecu.edu/

2. Click the Faculty & Advisor Self Service card in Pirate Port.

Faculty & Advisor Self Service

Manage common tasks for faculty and
advisors. View advisee list and student
information, enter final grades, process

change of grades and view course rosters.

RECENT

3. Click on the Course Rosters link on the Dashboard.

@ECU

Hello PeeDee Pirate,
This is the entry page for Faculty and Advisors. You can navigate to the below pages depending on your role at the University.

® Advisee Search
® Assignments
2 Change of Grade

® Course Rosters

b e

® Faculty Grade Entry
® Schedule Planner Advisor Mode
® Week at a Glance

Faculty and Advisor Self Service

PeeDee Pirate

4. Search for the class on the CRN Listing page. For more information on searching for a class roster, see
documentation: “How to use Course Rosters in Faculty and Advising Self Service”.

#_ ‘ PeeDee Pirate

OMGT 4743, 001

OMGT 4743, 601

OMGT 6213, 601

Faculty & Advisors « CRN Listing
CRN Listing
All Terms V
Select Course
Subject C  CourseTitle

Purchasing and Materials
Mgmt

Purchasing and Materials
Mgmt

Oper and Supply Chain
Mgmt

CRN

83339

40167

Enroliment Count

<>

25

40

Status

Active

Active

Active

¥ | search (Alt+Y)

C  Duration Term
08/24/2020 - 12/16/2020 Fall 2020 (202080)
08/24/2020 - 12/16/2020 Fall 2020 (202080)
05/18/2020 - 06/23/2020 15t Summer 2020 (202040)

<>
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5. Select the class record in the list by clicking on the record (EXCEPT the course title and CRN links).

Faculty & Advisors « CRN Listing
CRN Listing
| All Terms v
Select Course ¥ | search (Alt+Y) Q
Subject T CourseTitle C CRN C  EnrolimentCount _  Status O Duration Term ot
PHIL 110,001 Intro to Philosophy ilxyd 30 Active 08/24/2020 - 12/16/2020 Fall 2020 (202080)
OMGT 4743, 001 E;\gr‘;h[asmg andMaterials 3339 25 Active 08/24/2020- 12/16/2020  Fall 2020 (202080)
6. The Class List page is displayed.
v Course Information Enroliment Counts
Purchasing and Materials Mgmt - OMGT 4743 601 Maximum Actual Remaining
CRN: 83340 Enrollment 25 9 16
Duration: 08/24/2020 - 12/16/2020 Wait List 10 0 10
Status: Active Cross List 0 0 0
Class List Wait List Summary View WV
Summary Class List ¥ | Search (Alt+Y) Q
Student Name v D C  Registration Status C  Level C  CreditHours <  Final Cass <
**Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Junior

To Email one or more students

1. Inthe Class List page, select one or more student records/names by selecting the check box that is
displayed on the page as the first column.

Class List Wait List Summary View Vv
Summary Class List ~ | Search (Alt+Y) Q
Student Name ~ ID {  Registration Status C  Level ¢ CreditHours Final C  Class <
**Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Junior

2. Click the Email icon, the configured email service, for example, Microsoft Outlook, will be opened.

Summary View Vv

Class List Wait List
Summary Class List - ~ | Search (Alt+Y) Q
Student Name ~ D { RegistrationStatus C  Level C  CreditHours Final $  Class C
**\Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Junior
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3. Anew e-mail will open with the selected student's e-mail address already displayed in the BCC field. If
multiple students are selected, all the selected student's email ID will be displayed in the BCC field on

the New email page.

Untitled - Message (HTML)

File Message Insert Options Format Text Review Help Acrobat @ Tell me what you want to do

= F{% U Attach File - %)q F:: - @J [r;

]2 - A A
) ¥7 Attach Item -
Paste B I L o A Address Check IZS_ Attach File : Dictate New View Insights
I U - T 3
@ § Book Names CaEs via Link J, = Meeting Poll | Templates
Klipboard T Basic Text Names Include Adobe Acrobat| Tags I Voice FindTime My Templates ~

We can't show MailTips right now.

} To
Send Cc
Bec

Subject

4. Add your name to the To field, any other additional recipients, specify the subject of the mail, and enter
the email content before sending the mail.

Sending an Email to the Entire Class

1. Tosend the e-mail to all the students in the class, select the check box that is available in the grid

header.

Class List Wait List Summary View Vv
Summary Class List ~ | Search (Alt+Y) Q
Student Name ~ D C  Registration Status C  Level C CreditHours ¢  Final C  Class <
**Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Senior
**Web Registered** Undergraduate 3 No Access Junior

2. Click the CRN Listing link in the cookie trail to return to the CRN Listing page to view all classes.

Faculty & Advisorsl CRN Listing I Class List

Class List

[ Export @ Print

When you exit out of Faculty/Advisor Self Service, always use Sign Out at the top of the page, and then exit out

of the web browser.
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