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OVERVIEW 
 
This user guide documents the Office of Undergraduate Studies (OUS) Emailer 
Application. The User Guide will show you how to: 
 

• Access OUS Emailer application 
• Navigate in the Emailer application 
• Send an Emailer message to a created distribution list 
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BEFORE YOU GET STARTED 
 
The following is key information you should know about accessing the OUS Emailer 
application page: 
 

• In order to be able to log in to the application for the first time you will need to 
contact the Office of Undergraduate Studies via email at 
DWINFORM@osu.edu. Your OSU Internet User Name must be added to the 
access list of this application. 

• If you have trouble logging in to the application once you have made these 
arrangements it is usually due to problems with legacy Magnus accounts used 
previously by OSU employees. Therefore, if you have had a Magnus Emailer 
account on campus you will need to mention that when we setup your account. 

 
 
Your level of access to the resource suite will be tied to your job function at the 
university. College and departmental administrators will have the ability to build lists 
from broader categories than will faculty and counselors. 
 
GETTING STARTED 
 
1. Open Web Browser: 

• The Application is written for Internet Explorer (Version 6.0 or later) which is 
the preferred browser. 

 
2. Access Emailer Application Page: 

• Type in http://newman.uts.ohio-state.edu/emailer . This is the production web 
address for the OUS Emailer Application. If you are not already authenticated 
to the secured OSU web resources, you will need to enter your OSU Internet 
Username. 

 

http://newman.uts.ohio-state.edu/emailer
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LOGGING IN 
 

• Use your OSU Internet Username (username.n) and Password to gain access 
to OUS Emailer Application Page. 

• If you are unable to access The USAS Emailer or do not know your OSU 
Internet Username or Password, contact the OIT Help Desk at 8-HELP or 
8help@osu.edu. 
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MAILING LIST MAIN SCREEN 
  
 After you log in, the screen showed below will be displayed. 

• The enroll year/qtr field automatically defaults to current quarter 
 

 

~4~ 

 
• Select the appropriate query criteria needed to create your distribution list.  

 
Or 
 

• Enter your Call Number for a class roster based distribution list.  
See Query Criteria for more Details. 
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• Click Submit 
 
QUERY CRITERIA  
  You can search the mailing list by: 
 

A. Department (Major Code) (Note: make sure to check the dept. 2 box and 
default to “All”…this will give you all of your majors , and minors, whether they 
are primary or 2,3,4th  etc … majors) OR 

B. Call Number OR 
C. Advisor’s Last Name/Initial 
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You can also search by: 
1. Student Rank  
2. Student Status 
3. Student Class Type 
4. Student Affiliation Type 
5. Student Minority Code 

 
Note: 

• The “All Students” check box can be selected when you type in an Advisors 
Name/Initial to generate an unfiltered list. 

• Criteria A,B,C listed above override each other (ie.you can only choose one 
variable to query on at a time, for example-either Department or Call Number 
or Advisor Name). 

 
RESULTS PAGE 
Your dynamically created Emailer distribution list will be displayed alphabetically by last 
name with 15 records appearing per screen. You can move forward, or backward, through 
your results screen by choosing either the “>”, “>>” buttons or the alpha links. 
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Notes: 
 
The results page comes back with each student record default “checked” in the “Flag” 
box. Your Emailer message (once composed) will be sent to each student with the 
box in the “checked” position. You can click on the “Clear All” button at the bottom of 
the results page to clear the “flag” boxes and then proceed to check any subset of the 
list.  
The criteria used to generate the results will be displayed at the top of the page. 
 
 
COMPOSING EMAIL 
 

1. Once you have selected the group of students you want from your results list 
you are ready to compose your Emailer message. Click on the “Emailer 
Selected Students” button. You are now presented with a standard Emailer 
composition interface. You can use any standard (name.n@osu.edu) OSU 
email address in the “From” field (presumably this will be your OSU 
(name.n@osu.edu) Emailer address, but you can also use it to have recipients 
reply to a generic Emailer address setup for specific tasks) 

2. The CC: field works like most standard Emailer clients except currently you are 
limited to one cc: recipient only. 

3. The Subject field is self explanatory; you are limited to 30 characters for your 
subject text 

4. The Message field is where you will type the text of your Emailer message. 
You are limited to text, hyperlinks, cut and paste from MS Word 

 

mailto:name.n@osu.edu
mailto:name.n@osu.edu
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ADDING AN ATTACHMENT 
 
A handy feature is the possibility of adding an attachment to the email being 
composed. Click the Attachment link and then the Browse button to select the file. 
You are limited to the following file formats: .doc, .txt, .wpd, .xls, .pdf. If you try to 
send any other type of file your Emailer will not go through. You will be alerted to this 
by the application. 
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EXPORTING TO RESULTS TO AN EXCEL SPREADSHEET 
 
You can also download the created list into Excel as a spreadsheet (great for creating 
and keeping electronic grade book). 
 

• Click the Spreadsheet link at the bottom of the Compose Email page. 
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Click the Send button to send the email to the selected group of students. 
 

After the email has been sent you should get a page as shown below. 
 

 

 
 
By clicking on the “Email List” link you can re-display the list of people who the 
Emailer went out to.  
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