How to find student email addresses for each module

Some of you may be wondering how to get the (university) email addresses for students so you
could add them to online classes. This is what I’'m used to doing. It's mostly a pictorial guide, so
please ask me if you have any further questions. In Microsoft Teams you could also start typing the
name and select from the list presented (by matching the student number with your attendance
registers, if there are several students with the same name). But this gives you a clear list of student
email addresses.
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General Data Protection Regulation (GDPR) / Rheoliad Diogelu Data Cyffredinol (GDPR)
When accessing student data please be aware of your obligations under the University's Data Protection Policy.
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Welcome

Welcome to the Trinity Saint David Staff Portal KEERTHI
Full Name: DOCTOR KEERTHI KUMARA RANASINGHE

Job Title SENIOR LECTURER
Department Architecture & Design
Internal Address

Internal Phone 3361

Internal Email k.ranasinghe@uwtsd.ac.uk

Please m us if this information is out of date or incorrect.
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Module Search

' 'Not Enrolled’ Student Lists

' Operations: Student Reports

Report Selector

Acreport may have bean aulo selected from the link that you followed, or you can pick a report here

Report Faculty Query System Module Search v

Parameter Selector
Seliect the Parameters for the Report
Academic Year 19/20 = Select All »
Search (Module Code or Name) : ACBA4007
Use whole or part module code and/or names, delimited
with spaces e.g. M7 Network 3 DrgBeE enter doesnt work sometimes. so manually click run report here

Reset Report
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" Click and hold from the
last cell here and drag
across to the first cell

When all the data are selected like below, click Ctrl + C (press the Ctrl
button on the keyboard and the letter c together) to copy all data
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Open Microsoft Excel. Remaining instructions are applicable there.
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