Emailing Advisees:

1) From Access OTC click “Email All Advisees”

2) Pick the term for the current

Herr Contact Us Praur

EMPLOYEE Welcome DAVID LIND!

E-mail All Advisees

Select a term or date range to restrict your advisee list

Term | SPRING 2016 v |
Start Date End Date
SUBMIT |
Mamn Menu EwmrLoYEE MENU Herr Contact Us Prur

3) Scroll down through Advisee list to hit the button “OK”

Security Access Messages
| MNone |

0K |

4) Select Email all advisees and compose email at the bottom of the page:

Subject

E-Mail My Advisees

E-mail Text

From E-mail Address lindd@otc.edu Emall all advisee's #

Send To Advisee's Name Advisee's E-mail Address SUBMIT




