Accessing Email Function in Blackboard

Step 1: Select the class containing participants you want to send the email to.
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No Course Announcements have been posted in the last 7 days.

more announcements...

< Step 2: Click Tools

Tools

@ Announcements

Create and view Course Announcements.

@ Blackboard Collaborate

Schedule and join Blackboard Collaborate web conferencing sessions and view recorded archives.

@ Blackboard Help

Open Blackboard Help in a separate window.

o

Create and manage blogs for Courses and Course Groups.

Track important events and dates through the Calendar.

N
Groups
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Create and manage formal groups of students to collaborate on work.

#'= Journals
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Create and manage journals that can be assigned to each user in a group for the purposes of private
communication with the instructor.

My Grades

i

Displays detailed information about your grades.

Step 3: Select Send Email

View a list of users. Enrullm&the Course.
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i Send Email
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Send email messages to different types of users, system roles, and groups.
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; ! Send Email

Instructors can send email to all or selected individual Users, Students, Groups, T

All Users Step 4: Click an option that

Send email to all of the users in the Course. includes the person or
people or Click Select

All Groups Users to manually people.

Send email to all of the Groups in the Course.

All Student Users

Send email to all of the Student users in the Course.

All Teaching Assistant Users

Send email to all of the Teaching Assistant users in the Course.

All Instructor Users

Send email to all of the Instructor users in the Course.

Select Users

Select which users will receive the email.

Select Groups

Select which Groups will receive the email.

_ Step 4: Fill in the subject
Subject | |
area and message area.
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Step 4: Click submit to
send email.




