Blackboard Instructions | Sending Email

Sending Email

Faculty and students can send email from Blackboard to those enrolled in the course. Email can be sent to
individuals and groups. Students are enrolled in Blackboard using their eastern.edu emails. You may have
to remind your students of that fact.

1. Login to your Blackboard and access the course from which you would like to send e-mail.
2. Select the Communication link from the Tools panel.
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The Communication page appears.
3. Select the Send Email link.
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The Send Email page appears.
4. Select the link for the appropriate option.

PTS TEST COURSE [PTS FD 2007A} > COMMUNICATIONS > SEND EMAIL

Send Email

All Users
All Groups

All Teaching Assistant Users
All Student Users

All Instructor Users

Select Users

b . . . . . .

Select Groups

Sending email to All Users

All Users: Sends email to all users enrolled in the
courses.

All students: Sends email to all course participants
enrolled as students in the course.

All groups: Sends email to groups.

All Teaching Assistants: Sends email to all teaching
assistants.

All Instructors: Sends email to course instructor(s).
All observers: Sends email to course observers.

Single/Select users: Sends email to single or select
users enrolled in the course.

Single/ Select Groups: Sends email to single or
select groups in the course.

Single/ Select Observers: Sends email to single or
select observers in the course.

a) Select the All Users link from the Send Email page.
b) When the All Users page appears, complete the email form by typing the Subject and the Message.

4] All Users

€ Email Information

To Williams, Lorraine; Kebaetse, Masego: PTS, Student1; PTS, Student2; PTS, Student3
From Masego Kebaetse (mkebaets@eastern_edu)
Subject  [This is a test
Message élﬁnad morning
|This is a test.
e
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Scroll to the bottom of the page.

c) Click the Check Spelling button to check spelling if you need to.
d) Click the Attach a File link to attach a file if needed.
a. Click the Browse button and locate the file you need from the Choose File dialog box.
b. Select the file you would like to attach and click the Open button.
c. Ifyouwish to remove an attachment, click on its Remove button, to the right of Browse
button.
e) Click the Submit button.

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

Attachments QJAttach a file

€ Submit

Click Submit to finish. Click Cancel to quit.

Cancel )| Submit )

The All Users Receipt page appears.
f) Click the OK button.

FTS TEST COURSE (FTS FD Z00TA) > COMMUNICATIONS > SEND EMAIL > ALL USERS

P4 All Users

Receipt: Success
Email was sent to the following recipients:
Kebaetse, Masego; PTS, Student3; Williams, Lorraine

Thursday, April 24, 2008 8:44:22 AM EDT

oK )

Sending Email to Select Users
a) Select the Select Users link from the Send Email page.

PTS TEST COURSE {(FTS FD 200TA) > COMMUNICATIONS > SEND EMAIL

[P~ Send Email

P All Users

P All Groups

P All Teaching Assistant Users
P All Student Users

P All Instructor Users

P Select Users

P Select Groups

OK )
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The Select Users page appears.
b) Select the user(s) to whom you would like to send email.

P4 Select Users

€ Email Information

To
Available to Select Selected

1Kebaetse, Maseqgo
|PTS, Student1
|PTS. Student2
|PTS. Student3
Williams, Lorraine

®

@

Invert Invert

c) Click the right pointing arrow to move the Available User(s) you selected to the Selected User(s)
tab.

d) If you make a mistake, select the user you do not need and click the left point arrow to return the
user to the available users tab.

P> Select Users

€ Email Information

To
Available to Select Selected
PTS. Student Iliams, Lorraine
PTS. Student2 Kebaetse, Masego
PTS. Student3 @
@
_

Invert Inwert

e) Scroll to the middle of the page and complete the email form by typing the Subject and the Message.

From Masego Kebaetse (mkebaets@eastern. edu)

Subject

Message
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Scroll to the bottom of the page.
f) Click the Check Spelling button to check spelling if needed .
g) Click the Attach a File link to attach a file if needed.
h) Click the Submit button.

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

Attachments] Attach a file

€ Submit

Click Submit to finish. Click Cancel to quit.

The All Users Receipt page appears.
g) Click the OK button.

FTS TEST COURSE (FTS FD 2007A) > COMMUNICATIONS > SEND EMAIL = SELECT USERS

Select Users

Receipt: Success
Email was sent to the following recipients:
Kebaetse, Masego; Williams, Lorraine

Thursday, April 24, 2008 B:45:0% AM EDT
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