
New MyKU
Emailing Class Lists (Faculty)



Class List (1/2)

Under Faculty Self 
Service, select Class List.

On the next screen, you will
see a list of courses for
current and upcoming
terms.

Use the dropdown menu
to select a specific term or 
use the search box to find 
a specific course. 
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Class List (2/2)

Double click a course in 
the list to select it. 

The next screen will display 
a list of students enrolled 
in the course. 

Check the box next to any 
students you wish to email 
(or check the top-left box 
to check all), then click the 
mail icon.  This will open 
Outlook and pre-fill the 
recipients. 
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