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Job Aid

Moving an Email List from Excel to FirstClass

At times, you will want to email a group of students. One way to accomplish this task is to move an email list
from Excel and to FirstClass. These instructions will guide in you in completing this task.

1.  Open your FirstClass mail client.

FirstClass

2. InFirstClass, open up a new message by 1 pesktop : CSUB E _lol x|
|' k h B b File Edit Format Message Collaborate View Help
clicking the = button. S -
M J]Ald 2 @ . €0
New Find Directory Who's Online Preferences Bookmarks Exit Help.
Desktop (4] Desktop O Files 13 Folders CSUB : Tammara Sherman — 54M Free
All Desktop Items b, =
= WA Deskiop i' ﬁ @ & y
&2 Inbox
(¢ Drafts
‘g Junk Mail Cs Instant ing
4 Sent tems
@ Bookmarks o |4 Dol w&
——— ) o=
q Mail Calendar Bulletin Board
% e & @ 7 qﬁ | ,,—-"
Eq | 1 temselectea. a 5
BE New Message : CSUB — Ol x|
3. The New Message box opens. e s I
B @X| s nlmd Y Slaeaaa R
From: § Tammara Sherman 2|
Subject I
o [
ce [
OC(faB /1 um|EEE & D2
[Cator =iz =1 M= [en S ne =l Jramat = E4
K & A A & A & A P ]
[100% =8l a
4. In Excel 2010, il(|g e e W
. Home Insert Page Layout Formula
* Select the email addresses i * T Cliok T 4
. = SR == -
* Click Copy ol [ IR opy | R d
- = Womm - e -
Clipboard = Font =
Al - £ | dduck@i
Bookl
A B o B
1 dduck@isp.com ~ Select email
2 mmouse@isp.comm addresses
3 ooyl@E@isp.com 1
=
Version 1.0 7/27/2011 T. Sherman Copyright 2011. All Rights Reserved.

HCM9 Moving an Email List from Excel to FirstClass -JA California State University Bakersfield Page 1



Campus Solutions 9.0

Moving an Email List From Excel to FirstClass myCSUB
Job Aid
5. Inthe FirstClass New Message box, click the =1olx]
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9. Inthe body of the message, =Y
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10. To complete the email =TEY
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Welcome to Math 140. The syllabus is attached for your conwvenience.
Please make note that your first assignment due at our first meeting.

oo ||

[100% =] #

Version 1.0 7/27/2011 T. Sherman Copyright 2011. All Rights Reserved. P 3
HCM9 Moving an Email List from Excel to FirstClass -JA California State University Bakersfield age



