
Digging Deeper – Create a List 
IF YOU HAVE A COHORT OF STUDENTS THAT YOU REGULARLY REACH OUT TO OR WORK WITH IN SOME CAPACITY, YOU MAY WANT TO 

CONSIDER GROUPING THEM TOGETHER IN A “LIST.” EXAMPLES OF STUDENTS YOU MAY WANT TO CREATE A LIST FOR COULD BE A CLASS 

ROSTER, YOUR ADVISEES, YOUR STUDENT WORKERS, OR SOMETHING MORE SPECIFIC SUCH AS SENIOR AFRICANA STUDIES MAJORS. 

CREATING A LIST ENABLES THE ABILITY FOR SEAMLESS OUTREACH (WITH TRACKING FUNCTIONALITY), APPOINTMENT SCHEDULING, 
ADDING “TO-DO” ITEMS, AMONG OTHER THINGS. 

 

  

 

  

 

 

 

CLICK THE ICON FOR “ADVANCED SEARCH” 



 

 

 

 

YOU CAN THEN SEARCH BY A VARIOUS CRITERIA. CLICK ON EACH SEARCH 

CATEGORY TO EXPAND THE SEARCH AND THEN ENTER THE SEARCH PARAMETERS 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THEN, SIMPLY PASTE A LIST OF STUDENT 

ID NUMBERS OR EMAIL ADDRESSES INTO 

THE APPROPRIATE FIELD, AND PRESS 

“SEARCH.” 

YOU CAN ALSO SEARCH USING AN EXISTING LIST 

OF STUDENT ID NUMBERS OR EMAIL ADDRESSES. 

FIRST, EXPAND THE “STUDENT INFORMATION” 

SEARCH CATEGORY. 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHECK THE BOX NEXT TO NAME THAT 

AUTOMATICALLY SELECTS ALL OF THE 

NAMES IN THE LIST. 

THEN CLICK ON THE ARROW NEXT TO “ACTIONS,” WHICH OPENS A DROP-
DOWN LIST. SELECT “ADD TO STUDENT LIST.” 

ON THE POP-UP BOX THAT APPEARS, CLICK ON 

THE LINK TO “CREATE NEW LIST.” TITLE THE 

LIST, AND THEN CLICK TO SAVE.  



 

ONCE YOU HAVE A LIST CREATED, YOU CAN UTILIZE IT IN SEVERAL WAYS  

 

 

 

 

 

FIRST, TO ACCESS YOUR LISTS, CLICK THE ICON FOR “LISTS & SAVED ITEMS” 

YOU CAN SELECT CERTAIN STUDENTS FROM THE 

LIST, OR YOU CAN SELECT ALL OF THEM BY CLICKING 

THE CHECKBOX NEXT TO “NAME” 

THEN, CLICK ON THE LIST YOU WOULD LIKE TO UTILIZE. 

IT WILL OPEN UP TO SHOW THE COMPLETE LIST OF 

STUDENTS INCLUDED 



 

THEN CLICK THE DOWN ARROW 

NEXT TO ACTIONS, FOR A LIST OF 

OPTIONS. MOST COMMON ACTIONS 

INCLUDE SENDING THEM A 

MESSAGE, SCHEDULING AN 

APPOINTMENT, OR ADDING A TO-
DO. 


