
How to Email Instructors
Note: This handout explains two ways of emailing/finding an instructor's email

Via VIULearn

1. First log into VIULearn with your VIU computer account email and password

2. Once logged in, select the course of the Instructor you want to email
3. Once on the course home page, select "Communication" from the navigation menu and

then select "Classlist"

4. In the Class list scroll till you find your instructor. They will be listed as "Instructor" under the
"Role" column

https://learn.viu.ca/


Via the Student Record

5. Click on the down arrow next to your instructor's name and then select "Send email"

6. A popup window will open, you may have to allow it to be opened in your browser settings
7. Once in the popup window you can set a Subject, Body and add any attachments to the

email
8. When ready, click the blue "Send" button on the bottom left to send the email to the

instructor



1. First log into the student record with your student number student record password

2. Once logged in, select "Academics" from the left hand side navigation menu and then select
"Course Enrolment History"

3. On this page, look for the course of the Instructor you want to email.
4. Once found, click on the small blue "i" icon next to the course name

https://students.viu.ca/SRS/mystudentrecord.htm


5. A popup containing course information will open up. This popup also contains the
instructor's email address

6. Once found, this email address can be used to send the instructor an email using any email
service (gmail, outlook, etc)


