
How to email your entire class: 

 

1. Go to www.southwest.tn.edu  

2. Click on My.Southwest Portal: 

 

3. Log into Self-Service: 

 
 

 

  

  

http://www.southwest.tn.edu/


 

4. Select Faculty and Advisors 

 

 

 

5.  Select Summary Class List 

 

  



 

6.  Select the term of the class and click submit  

 

7. Select the CRN of the class you wish to email.  You may have to use the dropdown menu to see a 

different class if you are teaching more than one.  Click submit when you have the class you 

wish to email. 

 

 

 

8.  Scroll down to the bottom of the page and click  “display email list” 

 

 



9. Scroll down to the bottom of the page again, to discover the email box.  Highlight all of the 

information in the box and copy it into the BCC line of an email. 

 


