Create a Student Email Distribution List from an exported
GulINet Process Scheduler Request

This guide covers the process of creating a student email distribution list in Outlook from an exported Process Scheduler request created by GullNet.

Use GullNet to create your Email list
The first step in the process is to get the student e-mail data from GullNet into a file that Outlook can use.
1. Log into GulIiNet at http://www.salisbury.edu/gulinet
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. Click NavBar . > Menu > SU Custom
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3. Click Student Records.

4. Click Report.

5. Click Student E-Mail List.

6. Select the Term and the optional parameters. In the example below, all of the prompt boxes are filled, but typically only one or two options are
sufficient. Leaving a field blank will select all possible values. You can also select multiple plans or levels in any combination. The Acad Prog will
rarely be used, so you should leave that blank.

Run Control ID:  mnb Report Manager Process Monitor Run
Term: 2118 &, 2011 Fall
Career: UGRD O Undergraduate Select SCED Students?
Acad Org:|LIBERALART O School of Liberal Ars If used, Acad Org must be:
o : BUSINESS, EDUCPRFST,
Acad Prog: \ULBAR O Fulton Sch of Liberal Atts UG LIBERALART, SCIENCTECH,
or SALISUNIV
Exp Grad: 2118 O 2011 Fall
Acad Plan(s)  Customize |Find |20 88 : ad o tomize |Fnd | 0| B8 Fest B 4
(Major/Minor) 2otz B Last -
1/CMATBA O
2 |PSYCBA Q
7. Click Run.

8. In the Process Scheduler Request page, change the Type to Web and the Format to CSV in the Process List.

Process Scheduler Request

User D mnboolukos Run Control ID: mnb
Server Name: NN ~ Run Date: 09/14/2011 [3
Recurrence: b Run Time: [9:32:24AM Reset to Current Date/Time |
Time Zone: Q
Process List
Select |Description Brocess Name Process Type Iype *Format Digtribution
SUSR0024 SUSRO0024 SOR Repont Web ~ | CsV ~ | Distribution

OK Cancel

9. Click OK.
10. Click on Process Monitor, and then on the Process List page, click Details.
11. Click View Log/Trace on the Process Detail page.



http://www.salisbury.edu/gullnet

12. In the View Log/Trace window, the first CSV file listed is the file of Outlook email addresses. The second CSV file is a list of bio/demo data and
academic statistics for each person.

View Log/Trace

eport

‘

ReportID: 282702 Process Instance: 1120261 Message Log

Name: SUSR0024 Process Type: SQOR Report
Run Status: Success

SUSR0O024
Distribution Details
Distribution Node: SAPRD Expiration Date:
File List
Name Eile Size (bytes) Datetime Created
R R0024 11 11 2115 09/14/2011 9:45:19.133000AM EDT
R0024 11 1.out 984 09/14/2011 9:45:19.133000AM EDT
R0024 11 1 1. 2,030 09/14/2011 9:45:19.133000AM EDT
SUSR0024 1120261 2.csv 13,580 09/14/2011 9:45:19.133000AM EDT

Distribute To

User mnboolukos

13. Right click the first CSV file listed (the listing of Outlook e-mail addresses) and choose Save Target As...

14. In the Save As window, name the file with a .TXT extension (e.g., BUSN.TXT) and save it to somewhere you will be able to find it, such as the
Desktop. Leave Save as type: as Microsoft Excel Worksheet. Click Save.

Save As
Sanve jn; E%Desl&lap | O o ° [~
3y Documents
ﬁ '! My Computer
My Recent bty Network Flaces
Daocuments
Deskiop
My Documents
My Compiter
" File pame: BUSH.TXT v Gove
MyMetwok | Saveaslme: | Miciosolt Excel Worksheet ~|

15. Right-click the second CSV (the bio/demo data) and choose Save Target As...

16. In the Save As window, name the file with a .CSV extension (e.g., BUSN.CSV) and save it to somewhere you will be able to find it, such as the
Desktop. Leave the Save as type: as Microsoft Excel Worksheet. Click Save.

Save [ @ Desklop vl O e E
..J_)Mv Documents
_i My Computer
My Recert %My Network Places
Documents
Desktop
My Documents
My Computer
. File name: BUSH.CSY i Save

MyMetwork  Save sstype: | Miciosoft Excel Worksheet v

Use Outlook to create the Student Email Distribution List

Now, you'll want to use the text file you just created to create a distribution list, or Contact Group, in Outlook.



. Double-click the TXT document you saved from the previous steps.

. Press CTRL-A on your keyboard to select all of the entries.

. Press CTRL-C on your keyboard to copy the entries.

. Open Outlook and click Contacts in the Navigation Bar.

. In the Home tab choose New ltems>More Items, then Contact Group.
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6. Assign it a name of your choosing in the Name: field.
7. In the Contact Group tab, in the Members group, click Add Members.
8. Choose From Outlook Contacts (it doesn’t matter which you select).
9. In the Members-> field, right-click and choose Paste.
10. Click OK.
11. Click In the Contact Group tab, in the Actions group, click Save & Close.
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