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Wharton County Junior College

How to Email Class using Banner 9 Faculty/Advising SS
and the Windows 10 Mail App

1. Access the WCJC website at www.wcjc.edu

(‘]‘E‘ Wharton County

M Junior College My WCJC

About Us Admissions  Programs Students Employees News  Community

3. Login with your network username and password.

é}j Wharton County
Junior College

Username

Sign in

Password

Forgot Password | Forgot Username
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http://www.wcjc.edu/

4. Click the Banner 9 icon to enter “Banner 9 Faculty/Advising SS”

Banner 9 Faculty/Advising SS

Click this icon to access the new Banner 9 Faculty

and Advising Self-Service pages. To access thisicon,
the faculty and/or advising role is required.

5. Open the CRN Listing screen and instead of clicking on course title, click on any
whitespace (blank space) within the row.
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o WCIC ; Single Sign-Ontoal X | E} Faculty Services Dashboard X E‘! CRN Listing X Canvas RFP - LMS Request | X | E Mail - Lutringer, Debbie - . X | +
> 8 stuoss20.wgjc.edu:9283/StudentSelfService/ssb/classListApp/classListPage#!/allTerms/courseList B » ° :

Wharton County
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CRN Listing
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Faculty & Advisors © Sclect at least one student to send an email.
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Subject C\“"\kg Course Title O EnrollmentCount ©  Status ¢ Duration Term "
LesalaEthical Aspect Hith

HITT 1353, 160 ) Asp 20550 19 Active 01/18/2022-05/13/2022  Spring 2022 (202220)

HITT 2186, L01 ?:;Hea‘m nfe/MecReC 10978 6 Acve 01/18/2022-05/13/2022  Spring 2022 (202220)

HITT 1355, 160 Health Care Statistics 23020 3 Active 01/18/2022 - 05/13/2022 Spring 2022 (202220)

HITT 1313, 160 Coding and Insurance 23021 6 Active 01/18/2022-05/132022  Spring 2022 (202220)

HITT 2340, 160 Adv Med Billing 23155 6 Active 01/18/2022-05/132022  Spring 2022 (202220)
&Reimbursement -

1205PM
1/25/2022

£ Type here ta search
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6. A new screen with your class list will open. Select the individual students
you would like to send an email to, or select the checkbox in the upper left to
select all students with one click.

€) WOIC: Single Sign-Onto 2l X | Faculty Services Dashboard X Class List X [ CanvasRFP - LMS Request ! X | (&g Mail - Lutringer. Debbie-C % | + v - o e
&« c 8 stuoss20wejc.edu:9283/StudentSelfService/ssh/classListApp/classListPage#1/202220/20550/courseDetails/classList/summaryView B % B o H
| Wharton County
Junior College
Faculty & Advisors Class List
¥ Course Information Enrollment Counts
Legal&Ethical Aspect Hith Info - HITT 1353 160 Maximum  Actual Remaining
CRN: 20550 Enrollment 20 19 1
Duration: 01/18/2022 - 05/13/2022 Wait List 0 0 0
Status: Active Cross List 0 0 0
Class List Wait List Email Selected Students \ Summary View v
Summary Class List Select Students ~ | search (Alt+Y) Q
Registration Credit . .
Student Name v 1D - & S Level ¢ C  Midterm T Final s Class v
Status Hours
Add Class Undergraduate 3 Enter Grade Enter Grade Unclassified
Add Class Undergraduate 3 Enter Grade Enter Grade Sophomore
Add Class Undergraduate 3 Enter Grade Enter Grade Freshman
LA e
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7. Click on the Email Icon to send an email to all selected students.
8. The Windows 10 Email App will open with a blank message and all of the student
email addresses listed in the "To" field.
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