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MDTP Diagnostic Tutorial

Adding Student Emails to an Existing Class

1) Click on either ‘Classes’ in the top menu, and then ‘All Classes’ or the ‘All Classes’ option on the dashboard to view all classes. 

1



This document has been prepared as a supportive tool to MDTP copyrighted materials and should not be modified without the consent of the MDTP Director’s Office.

2) Click on the action button next to the class then click “View”.
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3) Click “Edit Class”.
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4) Click “Download the class roster Excel template here” to download the existing rostered students.
Note: This feature is only available for “Pre-Roster Class” type classes. 
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5) Add up to three emails for each student. Emails fields are OPTIONAL and only used by the LEA for emailing student letters.
Save the changes then upload the edited file.
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6) A preview of the class roster will appear.  Confirm the new changes in yellow then click “Save”.
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7) Alternatively, it is possible to add student emails from the report page. Click the action button associated with the test then click 
“Report” to enter the reports section of the system.  
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8) This is the summary page for the report. Click “Student Letters” then click “Email”. 
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You can add student emails directly from this page before clicking “Send” to immediately send out student letters. To learn more 
about emailing the student letters, see the “Student Letters” tutorial for more details. 
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