Instructions for Copying a Student’s Schedule into an Email

Step 1: Register students in INB or skip step 1 if student is already registered.
Recommend registering all the students in INB first and not bounce back and forth from INB to SSB.

Step 2: Once the students are registered, the chair should open the SSB portal and get themselves into the
Faculty Services tab by whatever method they are best with.

Recommend inputting the first student into the box on the portal where one can get the student’s
transcript and then selecting the faculty services tabs on the screen that appears.

Step 3: Select the Student Information option from that listed links.

Step 4: Select the Concise Student Schedule link from the list that appears. This will bring up a screen
that shows the student’s schedule with times and professors.

Step 5: Right click on this screen and then clicks on Select All. The whole screen will be highlighted.
Right click again and this time select the copy option.

Step 6: Switch screens to your email. Right click in the body of your email and paste the schedule. It will
appear in the readable format displayed below. The student’s email address can be found on the report.
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o This page lists the classes for which you are registered for the term. All of the detail information about the class is included.
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