Colleague/Datatel Training

Hillsborough Community College

XML2: Sending Email to

a Group

Sign on to Colleague/Datatel as you normally would. Access the XML2 screen by entering
the mnemonic in the Quick Access text box on the top left of the menu bar. Press the Go

button or the enter key on your keyboard.

Fill in the XML2 form as follows:

kL2 -E -t ail Inkarmation |

E-Mail Type |CC HAWEMAIL EMAIL ADDRESSES
| Savedlzt | TERRI.STUDEMTS I_ Enter a Saved

Address

' trogali@hawkmail hoofl e

Mame Lizt name OR
| Perzon ITerriHDgaI m:;mﬂl
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From Erail Address
Reply To Emal Address

Subject Line |FAC |VI IFaCLl":_',' Announcement

Mezzage ' Clazz meeting times have changed to 3-17am

lijl

Save Copy ez -]

ncemen Faculty &nnouncemnent

FAC  Faculty Announcement

S5C  Sample Code

HF  HR Announcement

ST HCC Student Anhouncement
HRC  Emplumt Contract Received
HRC1  Emplymt Contract Reminder
HRCZ Owerdus Emplymt Contract
HRT  HF Training Announcement
Fo  Financial Aid Maotice

FR  President's Announcement
RG  Registrar Meszage

AR Student Account Motice

T Important Tax [nformation
W Motice of Withdrawal

WA Velerans

FEEEE
<
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Colleague/Datatel Training Hillsborough Community College

PONE

Fill in the E-mail type with the “CC Hawkmail...” as shown above.
Enter the name of your saved list of students in a section
Create a saved list of individual students using the SLC screen, or
Create a saved list of students in a section by using XMIS
0 Yes (agreement)
o 1 (MIS)
o0 1 (Students)
0 1 (STU —Student Saved List Builders
0 3 (Students in a particular course section)
Then answer the statements below:
o Name for new STU list
o Term
0 Synonym (Section Number)
0 Enter (system scans for information) then displays students and creates the
saved list with your first initial and last name before the name you chose for
the saved list.

Enter name far new STU saved 1ist {[Enterl tao cancel!.

Enter term...: B9s5U
Enter sunonum: :

scanning COURSE.SECTIOHNS. ..
scanning STUDEHT. COURSE.SEC. ..

MJ —

Or, if you do not have very many students, you may enter the individual IDs of
students in the Person text fields on the XML2 screen
(their email address will display when you tab out of the field)
A copy may be saved by entering a <Y> in the Save Copy field.
Click the Save icon and the system process your request
Click Update in the Alert box to continue
The system sends your message

Faculty Announcement

teresa rogal [trogal @hccfl.edu]
Thu 7/16/2009 7:31 AM
trogal @hawkmail.hcofl. edu

Class meeting times have changed to %-1lam

This is a screenshot of the email sent from the XML2 screen immediately.
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