
Instructor’s Guide to Emailing Your Class List 
 
Step 1 Log into your PSU Banweb Account at www.banweb.pdx.edu  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter your 9 digit PSU ID with 
no dashes  

Enter your PIN: Defaults to your 6-digit date of 
birth mmddyy no hyphens or slashes 
(i.e. October 9, 1980 = 100980). 
Select “Login” It will prompt you to change your 
PIN 

Select “Login” 



 
 
 

Step 2 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on “Faculty Services” 



 
 
 
 
Step 3 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Click “Term Selection” 



 
 
 
 

Step 4  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the Term of your Class 
“Fall 2008 Quarter” 

Click “Submit” 



 
 
 
 

Step 5 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

On the Select CRN page, select the CRN 
for your class from the pull-down list. 

Click the “Submit” button 



 
 
 
 
 

Step 6 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Summary Class List” 



 
 
 
 
 
 
 

Step 7 You are now on the summary of the class list. Scroll down to the bottom of the page for the email 
function. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Individual Student’s 
names that are 

registered for your 
class will be listed 

here. 

 



 
 
 
 
 
 
Step 8 Clicking on the “Email Class” link should bring up a new mail message in your mail tool.  The 
students’ email addresses will already be entered in the BCC: field. 
 

 
 
 
 
 


