Create an Outlook Distribution List for your Class

Copy Roster from Daisy Wt

1. Log into Daisy (click below for the link to WebAdvisor/Daisy log in page)
https://webadvisor.sanjuancollege.edu/WAS]C//WebAdvisor?&TYPE=M&PID=CORE-
WBMAIN&TOKENIDX=7739009942
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2. Be sure to maximize this window.

3. Click Log In (see red hand)
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4. Use your San Juan College username and password and click m
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5. Click Faculty on the Main Menu.
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Click Class roster under the Faculty Information section.
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Start your click and dfag left of “Student” column label
11. Continue to drag to the last student’s right-most column to complete selection.

12. Copy selection by pressing the CTRL key and the “C” key at the same time.

Paste list into Excel - Prepare Excel List for Importation

13. Start a new wotkbook in Excel.
14. Activate cell Al if necessary.
15. Paste.

Warning — do not worry if you see green ©
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16. e

Click M=l smart tag (found usually right after pas
material).

ting in the lower fhshtsdiner of pasted

Keep Source Formatting
' Match Destination Formatting

Create Refreshable Web Query...

17. %'

Select Match Destination Formatting

Separate the emails
18. Select the range of cells containing the email addresses.

Should start with cell E3 through E## where ## is the last row of your worksheet. NOTE:
only one column is selected!

19. Click on the Data ribbon.

20. Click on the Text to Column command on the Data Tools Chunk (2™ chuck from right)

Convert Text to Columns Wizard - Step 1 of 3 7_‘ X

The Text Wizard has determined that ta is Delimited,
If this is correct, choose Mext, or choose thit data type that best describes your data.
Original data type
Choose the file type that best describes your data:
(%) Delimited - Characters such as commas or tabs separate each field.
| O Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected dats:

Il jatene&0@students.sanjuancollege.edu, northstar la@yshoo.com ﬂﬂ
kebenis@students.sanjusncollege.edu, besutiful sSez@iyahoo.com | =S|
lsbenallys4@students. senjuancollege. edu

Lrbitelz57@students. sanjuancollege.edu, czstorens 00@yzhoo.com
lbjdeezl@students.senjusncellege.adu, shaunzjdee@yzhoo.com
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21. Click Next.

Convert Text to Columns Wizard - Step 2 of 3 ﬁ EI
This screen lets you set the delimiters your data contains. You can see
how your text is affected in the preview below.
Delimiters [] Treat consecutive delimiters as one
1ab [ semicolon Comma e
— E 1
[(space  [gther: | | % Text qualifier; | i |
Data preview
h sznjuancollege.edu
E niu llege.edu
sk juancollege.edu
Lrbite njuzncollege.edu
lsjdeez -
&
K Finish

22. Turn off Tab and turn on Comma.

23. Click Next.

Convert Text to Columns Wizard - Step 3 of 3

This screen lets you select each column and set Column data format
the Data Format, @ General

‘General converts numeric values to numbers, date OIext - .
values to dates, and all remaining values to text. O bate: | Mo |

) Do not impart column {skip)

Destination: | sDs2

Data preview

24, Click Finish.

I

! E Do you want to replace the contents of the destination cells?

25. Click OK if the above dialog box displays.

Copy only the first set of emails
1. Select the range of cells containing the email addresses.
Should start with cell E3 through E## where ## is the last row of your worksheet. NOTE:

only one column is selected!

2. Copy.

Create a new Contact Distribution List

3. Open Outlook and view Contacts g,
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1. Click the drop down arrow on the .Elu.@con.

2. Click Distribution List.

@@ H9 0+ ¢ s Untitled - Distribution List - B 2
n =
Distribution List | Insert  FormatText  Developer (7]
. g= w - E, [82], | B8 Cotegorize - | ABG
HJ & Send - @ EJ QJ &# 'S S sﬁ £ Categorize BC
o g ¥ FollowUp ~ d
Save & Memb MNotes Select Add Remove Update E-mail Meeting | _ Spelling
Close Aibes Members  New Now ) Private -
R S Wk e — G
Name: ||
3/ Name. E-mail

3.
Select
Mempers
4. Click on

There are no items to show in this view.

Enter the name you would like to give your distribution list in the Name text box.

Select Members: Global Address List X

Search: (%) Mame only () More columns

Address Book

| Go iGIobaI Address List

L | Advanced Find
i Name Title Business Phone Locatio
: A
& 4116 TestyM Box =
& Aaron Beaty Safety Instructor §325-5705 Scho
& AccountAdmins
& Accuplacer
8 Adam Kennedy
& Adela Bob Financial sid Clerk IT 3512 Finar
5 Adjunct Faculty
&5 Admin Assistants of Fiscal M...
& Administrative_Application
5 Admissions
& Aerial Cross English Instructor 3276 Hurnz
& &l Buyok, Dr. Associate YWice President 3217 Learr
& alan P, Nelson ABE Instructor 3362 S66-1
4 flana Yanden Broeck Administrative Assistant Iv 3296 Learr
& Albert Spungen Histary Inskruckor 3276 Hums
& | L
[ Members - ] Il |

X

Cancel

5. Click in the Members text box to set the insertion point.

26. Paste selection by pressing the CTRL key and the “V” key at the same time.

27. Click OK.

Page 5 of 5



Create an Outlook Distribution List for your Class

E-‘f ,

Save &

Clos
6. Click *

Recap:

Remember DEO
Daisy — copy roster
Excel — paste and name list
Outlook — import into a Contacts folder

IMPORTANT:
e Pay attention to how you select your roster in DAISY
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