Tutorial 15: Using the Lists

This tutorial explains how to create lists of
students and lists of passes. Lists can be viewed or
printed.

From the Switchboard, click on “Lists.”
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Use Select All, Deselect All and/or click in the column to the left of individual student names to

include or exclude them from the list.

Step 2: Creating a List of Passes

1. This is very similar to the above but uses these options to generate the pass list.

2. Use Select All, Deselect All and/or click in the column to the left of individual student names

to include or exclude them from the list.



Step 3: Using Lists for Mailing Labels, Files and Email

There are four choices. You may ...
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“Copy Email Addresses” Use this button if you are trying to email

more than 80 students as a group, you may find that you cannot send
the email directly from PranaStudio. In that case, select the students that you want to email (as
above), then click “Copy Email Addresses.” This will put the email addresses in your ¢
memory. Then, in your email program, put the cursor in the 7o box, and select Paste.
email addresses will appear and you can then send the email directly.

“Email this Group” Use this button to open a blank email that will go to all the students you have
selected and for whom an email address is available. This will open a message to your students

in whichever email client you have on your machine. Type the contents in your email and click
“Send.”



