Email Multiple Class Lists from ARIESweb

Access to ARIESweb requires the Global Protect VPN. If you have not already

installed it, follow step #2 under How do | get started? In this documentation:

https://csusystem.freshservice.com/support/solutions/articles/23000146917-
@ GlobalProtect-VPN

If you need assistance installing the VPN client, please submit a ticket to the

CSU Helpdesk: https://it.csusystem.edu/get-help/

1) From the Instructor menu, click on the Class Lists link.
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2) Check the box to the left of each section that you want to create a batch email list for.
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You are assigned as an instructor for the sections below

Show previous sections

Current Max
Term CRN Subject Course Section Title Enrollment Enroliment
Spring Semester 10908  Chemistry- nz2 LO1 General Chemistry Lab 22 24 @ View
2026 CHEM 1 (GT-5C1) List
Spring Semester 10909  Chemistry- n2 L02 General Chemistry Lab 24 24 @ view
2026 CHEM 1 (GT-sC1) List
Spring Semester 10910 Chemistry- nz2 LO3 General Chemistry Lab 23 24 @ View
2026 CHEM 1 (GT-sC1) List
Spring Semester 10811 Chemistry- n2 Lo4 General Chemistry Lab 22 24 @ View
2026 CHEM I (GT-5C1) List
Spring Semester 10812 Chemistry- nz2 LO5 General Chemistry Lab 23 24 @ View
2026 CHEM 1 (GT-sC1) List
Spring Semester 10913 Chemistry- nz2 LO6 General Chemistry Lab 24 24 @ view
2026 CHEM 1 (GT-sC1) List
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3) Click the “Download Excel” button just below the list of sections.

& Download Excel

a. Most browsers will have a download center and you will need to click on the file
name to open it.
i. Here is what that looks like for the Google Chrome browser:
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I:I BatchClassLists (1).xlsx

‘ 13.9 KB » Done -

4) Once the Excel file opens, you will see CRN, term, CSUID, Name, Credits, Class, Major,
Email and Registration Date details. All of the sections selected will be in a single list.

5) Copy the email addresses from the Excel file to your email system such as Outlook.

Use Bcc to prevent students from replying all and to keep student email addresses
confidential.
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