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SENDING EMAIL FROM
BLACKBOARD

Instructors can send email to all or selected individual users, students, groups,
Teaching Assistants, Instructors or Observers.

1. Inthe course shell menu on the left side, click Email.

B oo

~ Academic Technology F .
(academic-tech)

Home Page
Announcements
Staff Information
Course Documents
Discussion Board
Course Work

Tools

My Grades

2. Click on your preferred option (All Users, Single/Select Users, All Teaching Assistants, etc.)

Send Email

Instructors can send email to all or selected individual Users, 4
course, email cannot be sent to anyone who is not a member o

All Users
Send email to all of the users in the Course.

All Groups
Send email to all of the Groups in the Course.

All Student Users

Send ematl 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.

All Observer Users

Send email to all Observer users in the Course.
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3. Type in a Subject heading and a Message.

EMAIL INFORMATION

Gregory, Brian; Askildsen, Heather; Blackwell, John: Burke, Megan: Forti, Lucio: Egan, Samantha; Clorofilla,
Gregory_PreviewUser, Brian; Burke_PreviewUser, Megan; Yogel, Adam

From Megan R Burke (mburke@pace_edu)

Reminder

Message

T T T T Paragraph - Arial - 3{12ph) i E-iE-T-#- @ BiXA
D aoaqmwo SEEE=EE = T"| T M — = Y-
E] 1T « ® Q@ &£ || B HTML £S5

Please remember to._|

Path: p Words:3 4

A copy of this email will be sent to the sender.
Return Receipt =

Attachments Attach a file

4. |If desired, attach a file by clicking the Attach a File link.

5. Click Submit.

My Notes:
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