Sending Email through Blackboard

Creating and sending an Email

Blackboard’s Send Email feature sends email to anyone enrolled in a Blackboard course
through Cardinal Mail. Email is accessed through the email link on the Course Menu. Email can
be sent to any student or instructor in a course. The process for sending Blackboard email is
completed in the same manner as any other email. You may even attach a document.

Click here for a video explaining how to create and send an email in Blackboard
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http://www.youtube.com/watch?v=TjD1SvNbJD0
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2. The Send Email page opens offering several email

options. Email may be sent to:
Send Email

. o e All Users — Allows you to send a message to

Instructors can send email to all or selected individual Users N
f— everyone in the class.

e All Groups - If you have divided the students
All Users into groups to work on projects, you can send a
Send email to all of the users in the Course. message to everyone involved in all Of the
All Groups groups' . .
Send email to all of the Groups in the Course. L All Teachll‘lg ASS]Stant USGI’S - If y01]I‘ ClaSS

has teaching assistants, access this area to send a

All Student Users .
Send email to all of the Student users in the Course. message JuSt to those people'

¢ All Student Users — Allows you to send a
All Teaching Assistant Users message to others students.
Send email to all of the Teaching Assistant users in the Cours:

! ! e All Instructor Users — Allows you to send a

All Instructor Users message to an instructor(s).
Send email to all of the Instructor users in the Course. ° Single/select Users _ PI‘OVideS a list Of all the
Al Oserver Usere people associated with your Blagkboard course
Send email to all Observer users in the Course. and you can Choose those you VVlSh tO emall.

¢ Single/Select Groups — If you have divided
Single / Select Users . .
Select which users will receive the email. the StUdentS lnto groups tO Work on pro‘]e.CtS’ you

can send a message to everyone involved in one

single / Select Groups or more of the groups.
Select which Groups will receive the email.

3. Choose Single/Select User.

4. Click on an individual name in the Available to
Select section to choose a recipient.

5. Click on the arrow ' ? | to move the recipient name
to the selected section. Click the revert ' < button
to unselect a recipient.

6. Click Select All to send an email to the entire class.

7. Type a subject.

Available to Select 8 T essage
ST ain 02, Training Participant _ | : y:pe am ge. .
train 01, Training Paricipani] E 9. Click the Return Receipt checkbox
7 Thread Actions Collect Delete
5 v Date -~ Thread
I~ 51213 9:22 AM Asssessment
Il BMM310:37 AM Discussion Be
Invert el 6 Iﬂl Imvert Selection Select All
Thread Actions Collect Delete to
receive a receipt so that you know the student
received the message.
10. Click Attach a file to add an attachment
11. Click Submit to send the message. A copy of the
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message will arrive in the instructor’s UIW mailbox.



From Teence B Peal 'IJEEE@ it e dis

Subject 7

Message

T T T F paragraph ¥ Arial
&0 0Q EEEE =

T« ©©4 H

¥ 3(12py)

T | T

HTHL

P

9 A copy ofthis email will be sentto the sender.
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