
 

Retrieve email addresses from the Class Roster in Banner: 

 

1) Go to Banner or the 

Enterprise Application where 

you find class rosters and 

gradebook  

2) Select your faculty schedule 

3) Display the Class Roster 

Summary 

4) When you see the roster like 

the page on the left, go to the 

bottom of the page (see image) 

and select “Display email list” 

5) A box with students’ emails 

will be displayed at the bottom. 

Copy the contents of that box 

and paste them in the TO, CC or 

BCC fields of the email message 

you want to send to your 

students.  

6) You can also use the list of 

emails to create a group or 

distribution list in your email 

software. (Look for tutorial on 

how to create distribution list)  

 

 


