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SISK12: Email 

School Information Systems – a Division of Tyler Technologies, Inc.; Proprietary and Confidential 

Path: Student Data Links → Email 

Overview 

The email function may be used to email all parties connected to a particular student, including the 

student, parents, alternate parents, advisors, counselors, and teachers. 

Address an Email 

 

1. The grid defaults to show the student’s current term teachers, advisor, and counselor.  To change 

the teachers shown, or to show all advisors or counselors at the building select the appropriate 

option and click .   

2. Check the appropriate boxes in the To, CC (carbon copy), or BC (blind carbon copy) columns for 

all parties who should receive this email. 
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3. To carbon copy a group of people, select the group from the drop-down list and click . 

 

4. Click .  The Email Body tab displays. 

Compose an Email 

 

1. Type the Subject  

2. Type the Body of the email and click . 

3. Check the box for Auto-Add this information to the Student/Parent Contact Log if desired. 

Note: The email may only be auto-added to the Contact Log if it is being sent or copied to 

primary or alternate parents. 

Attach Files to an Email 

1. Click the Email Attachments tab. 
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2. Type in the file path(s) or click . 

3. Once you have selected the desired attachment(s), click Attach All Files and Continue.  The 

Email Body tab displays. 

4. To attach more than 4 files, click the Email Attachments tab again and repeat steps 2-3. 

Add Signature Text 

1. Click the Signature Text tab. 

 

2. Type the signature text and click Save.  This text will display below the body of the email and on 

all future emails, but may be edited or deleted. 

Send an Email 

1. Click the Email Body tab. 

2. Click the Send button.  The email has been sent to all designated parties. 

3. Click Done to exit. 

 


