Sending E-Mail in Blackboard

To send email in Blackboard first click on the Course Tools link in the
Navigation Panel.

Berkeley College’

Home Courses

Announcements

¥ Berkeley_Demo_Course
(Berkeley Demo Course)

& Announcements
B Faculty Information
B Course Information

y- = Course Material

% Discussions

- 4% Groups

3 g2 Course Tools

= Berkeley Tutoring

-2 Online Course Resource
@3 Virtual Lab Instructions

Content Collection

Click on the

Course Tools
link

Announcements

Welcome to BUS100: Business Organizationa

Posted on: Tuesday, February 19, 2013

Welcome to our class.

Library Student Self Service

Next, click on Send Email.
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Create and manage Virtual Classroom and Chat sessions.
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Instructors can post contact information about themselves and
others.

Click on
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Send email messages to different types of users, system roles, and
groups.

Smarthinking Login

This is the Smarthinking Login Tool.




To send emails to a specific user click the Select Users option.
Select Users

Select which users will re

Click the
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Select which Groups will receive the email.

Select a user and click on the arrow to move the user into the Selected user
list.
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Complete the email and click Submit.
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Complete the email and
then click Submit

“| Path: body

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

Click Submit to proceed. Click Cancel to quit.




