
Creating a Parent Email Address List For Your Class 

1. Click on       

2. At the top-middle, select the class for which you want to create the list: 

 
3. At the bottom-left, enter your Email List Name: 

 
4. Check the box for “LR” (Legal Residence) contacts and click the “Add Email 

List” button 

 
5. Click on the “View” icon for your list 

 
6. Select All contacts by checking the checkbox in the header row, just to the 

left of “Contact Type” 

 
7. In the bottom-left, click on  

8. A box will appear with all of the email addresses of the parents.  Use your 

mouse to highlight the entire block of addresses and Control-C to copy 

 

9. In your email, create a new email and click the  button 

10.  In the field to the right of the   button at the bottom left, type 

Control-V to paste the addresses, 

 

then click the  button 


