University of St. Thomas — Blackboard 9 Training

Sending Email

1. Loginto Blackboard and select your course.
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2. Click Send Email in the Course Tools of the Control Panel.
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3. Select whether you wish to send email to all users, groups, teaching assistants, certain users, or
certain groups by clicking on the appropriate hyperlink.
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Send Email

instructors can send emall to 3l or selected indnidual Users, Student
enrolied from this page. More Help

Al Users i
Send email to ail of the users in he Course.

» Rll Groups

Send email 1o all of the Groups in fhe Course

All Student Users.

Send email to all of the Student users in the Course

¥

All Teaching Assistant Users

Send email 1o all of the Teaching Assistant users in the Cdlirse

* All Instructor Users

Send email 10 all of N8 INSHUCKr USErs In e Course

» All Observer Users

Send email to all Observer users in the Course.

» Single | Select Users

Select which users will receive ihe email

» Single | Select Groups

Select which Groups will receive the email

» Single / Select Observer users ‘_




Depending on which option you choose, you will receive a window in which you will enter
Subject, Message, Select Recipients, as well as Attach a file to the Email.

From _’ Linda Michelle Giles (gilesl@stthom edu)

Subject = [Test Chapter 1

Message /

| have graded your Chapter 1 test. Please see comments |
have sent to you.

ﬂ Single / Select Users
* Indicates a equired field

@ emailintormaion |
*T

Kems to Select Selected ltems

e

A copy of this email will be sent to the sender.
Imert Selection | Select All Invert Selection || Select All Attachments

Attach a file

Click Submit.
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