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Troubleshooting Employee Self Service Emails to Class List

At the beginning of the semester, several faculty reported problems with emailing their students from the Faculty Self Service class list. Following is a review of the steps to follow in order to successfully email students from the Faculty and Advisor’s Menu. 

	Instructions

	Screenshots

	1. Log into SOAR and select the Faculty and Advisor Services Tab

	[image: ]

	Select NEW Class List
	[image: ]

	Select the current semester (1) and select a course (2). 
	[image: ]

	
	

	Select all students, or only those you wish to communicate with by checking the box adjacent to their names. 
	[image: ]

	Select the mail icon.
	[image: ]




At this point, your email program should open on your computer and the email addresses of all selected students should autofill in the BCC address line of a new message.


If the email program does not open, the problem is most likely a setting on your computer browser that needs to be selected or updated. Please see the troubleshooting guide prepared below. 
[bookmark: _GoBack]
How to Have Gmail Handle Emails in Chrome

1. Open Gmail in Chrome and click the Protocol Handler icon.
Once your Ask protocol has been switched on for default handlers, open Gmail in a new tab and make sure you're signed in.

2. Allow Gmail to open all email links.
At the end of your address bar, you'll see a new icon that looks like two gray diamonds intertwined with each other. Click the icon. 

*If the diamonds do not appear go to Alternative Steps*
[image: Blue Allow button for making Gmail default email client in Chrome browser]
Click "Allow" in response to the question Chrome asks you, as shown above, and then hit Done. You'll officially have all "mailto:" links open in Gmail if they come from your Chrome browser.
*This might prompt the Windows “Default Apps”. If so, under Email click on it and change to Chrome.



Alternative Steps
1. Copy and paste this in the address bar chrome://settings/handlers

2. You will see that Gmail is blocked. Remove it from the list by clicking the “X”. Go back to Step 1.


How to Have Gmail Handle Emails in Firefox

1. Open the Firefox menu on the upper-righthand corner of your browser.
Launch Firefox and look to the upper-righthand corner of your browser for an icon consisting of three horizontal lines on top of one another. Select the "Options" icon from this dropdown menu.


2. Find or search for "mailto" in the search bar.
Under the "Applications" settings of Firefox. Look for the "mailto" application in the lefthand column (if you don't see it listed, search for it in the "Applications" search bar above the list).
[image: Applications menu with mailto default email option in General settings of Firefox]
4. Next to "mailto," open the dropdown menu and select "Use Gmail."

In the righthand column of the applications list, click on the "mailto" row and select "Use Gmail." This will set Gmail as your default email client for all mailto links that come from Firefox. No need to save your settings Firefox does this automatically.
[image: Option to make Gmail the default email client in Firefox]
Updated 05/26/2016    Release 8.x    KF
6

image3.png
Faculty & Advisors - CRN Listing
Class List

Spring 2020 - 202060

v‘f —

Select Course

Subject C  Course Title s CRN

FYE 1015 o —

€55100,N Student Success Skills 60250

First Year Experience 60230





image4.png
Status: Activ

Class List

Summary Class L




image5.png
L EAEEEE

Enrollment Counts

Maximum Actual Remaining

Enroliment 24 7 17
Wait List 17 0 17
Cross List 0 0 0

Summary View v

~ | search (Alt+Y) Q
Credit Hours ¢ Midterm ¢ Final ¢ Class <
No Access Enter Grade Freshman

No Access Enter Grade Freshman




image6.png
- T

x

Allow mail.google.com to open all
email links?

© Allow
O Dpeny
O 1gnore

= =n





image7.png
Settings.

@ Home

Find a setting

Apps

Apps & features

Default apps
0 Offline maps
G Apps for websites
on Video playback

& Startup

Default apps

Choose default apps

B

vap Choose an app

+ . Firefox

Musi

E . Microsoft Edge

Phat . Microsoft Edge Beta

Look for an app in the Microsoft Store





image8.png
& Settings - Handlers X+ - x

& 5 C (3 ® Chrome | chromey/settings/handlers % 0 Iy sa@»@ :

Apps %y Spiceworks [1 Baner [] XEliks [1 NELNET [] WEB [] Phones [] Printers [] Fomn-Fusion @ EllcianSupport [ ARGOS @ Messagesforweb [J GoogleKesp [ FicBound M Inbox- arindbajra.. @ hitpsi/wnumanag... » | [ Other bookmarks

Settings
2 YouandGoogle & Handlers
B  Autofil
@  safetycheck Allow sites to ask to become default handers for protocols (recommended) -9
@ Privacy and security -
@  Appearance
calendar.google.com
Ll o X
Q search engine web calendar
£ Default browser [ calondargoogiecom «
web calendar
) onstarty
© onsartp calendar.google.com
L x
web calendar
Advanced >
- Ba
Extensions ]

About Chrome




image9.png
Applications
Choose how Firefox handles the files you download from the web or the applications you use while browsing.

0 Search il types or application’  «Qemmmmmmm—

Podcast 20 Preview in Firefox

& Portable Document Format (PDF) (@) Preview in Firefox

Video Podcast 1) preview in Firsfox
web Feed @) review in Firefox

webcal @ Always ask




image10.png
T
@ Aways ask

A _Use Chrome (default)

Use Yahoo!
Use other...
Application Detail

Podcast

& Portable Document Format (PDF)




image1.png
Personal Information Student Services (including Financial Aid) _Faculty & Advisors Services Employee

D — =
=
>
.~

Main Menu —




image2.png
Faculty Services

Sauk
Login

Sauk
Login

~ oL

2 New ** Faclty Self Service - Midterm & Final Grades &
Utllze the naw Faculty Salf Sarce o enter Midierm and Final G-
required to log in

‘ou may be “again
***NEW*** Class List® ‘

e e iew your Class Lst,

‘be vequired to log i again
Faculty Schedule
Re |stranun Ovemdes

n Overrdes for Sactions you are teaching.

Advlsars Servloes Menu
Viw studant information & transcripts; Perform Dagras Audits
Student Profile &





