
Webmail Powered by Google   
Find and Replace Student Email Addresses in Excel and Access 
 OTS PUBLICATION: WMG4  REVISED 10-28-08  TRAINING@TOWSON.EDU  OFFICE OF TECHNOLOGY SERVICES  

=Shortcut       =Advice       =Caution 

© 2008 Towson University -This work is licensed under the Creative Commons Attribution-NonCommercial-
NoDerivs License. Details available at http://www.towson.edu/OTStraining. 410-704-4070. 

 

Student Email Addresses will Change with Upgrade 
Tiger Webmail for students will be upgraded to Webmail Powered by Google and these accounts 

will be updated in Blackboard and PeopleSoft by January 14, 2009. 

 

When student accounts are upgraded, their email addresses will change from:  

username @towson. edu  to username @students. towson.edu  

If you have any Excel spreadsheets, Access, or other databases that contain student email  

addresses, these will likely need to be updated.  Do NOT change student emails in your documents 

or databases before January 14, 2009.  If you update earlier, emails you send may be lost.  

If you import student email addresses from PeopleSoft into a database, please check with your  

database designer to determine what actions, if any, are needed. 

Some students will upgrade to Webmail Powered by Google early; however, emails sent to  

Tiger @towson. edu addresses will be automatically forwarded to the new accounts.  

Update Student Emails in Excel 2007 ð Using Find and Replace  
Itôs easy to update student email addresses in Excel 2007! 

1. Under the Home tab click Find & Select (Figure 1, 1).  

2. Select Replace (Figure 1, 2).  

3. In the Find and Replace window, in the Find what: box, type: @towson. edu (Figure 1, 3).   

4. In the Replace with: box, type: @students. towson.edu (Figure 1, 4).   

5. Click the Replace All button (Figure 1, 5).   Figure 1 
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 WEBMAIL POWERED BY GOOGLE: FIND AND REPLACE STUDENT EMAIL ADDRESSES 

Update Student Emails in Access 2007 ð Using Find and Replace  
Itôs easy to update student email addresses in Access 2007! 

1. Open the table that contains student email addresses. 

2. Click the column heading that contains student email addresses to select that column 

(Figure 2, 1).  

3. Click Replace (Figure 2, 2).  

4. In the Find and Replace window, in the Find What: box, replace any text with: @towson. edu 

(Figure 2, 3).   

5. In the Replace With: box, type: @students. towson.edu (Figure 2, 4).   

6. From the Match: drop-down box, choose Any Part of Field (Figure 2, 5).   

7. Click the Replace All button (Figure 2, 6).   

 

 

8. You will see a window warning that you can not undo this Replace operation. Click the 

Yes button. 

9. Although the Find and Replace window may remain open, the operation will be  

complete. Close the Find and Replace window by clicking the ñXò button (Figure 2, 7).   

 

Figure 2 
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