Sending an Email Message

1. Inthe Course page, click the Tools or Student Tools link
Home Page
Announcements
Learning Units
Contacts
Discussion
Tools

2. Click the Send Email link

send Email /

Send email messades to different types of users, system roles, and groups.

3. Select One of the following

# AllUsers

Send email to all ofthe users in the Course.

» All Groups

Send email to all ofthe Groups in the Course.

» All Teaching Assistant Users

Send email to all ofthe Teaching Assistant users inthe Course.

= All Student Users

Send email to all ofthe Student users in the Course.

» All Instructor Usars

Send email to all ofthe Instructor users in the Course.

# Selact Usears

Selectwhich users will receive the email.

» Select Groups

Selectwhich Groups will receive the email.




e To send an e-mail message to all users in a certain group, select All Users, All
Groups, or All Instructor Users.

¢ To send a message to a specific user or group, select Select Users or Select
Groups and select the users or groups you want to send the message to.

4. Enter a subject for the message in the Subject box

5. Enter e-mail text in the Message box

Subject |Enter subject message here

Message

Type text for message here.

6. Optional: To add an attachment, click the Attach a file shortcut and click the Browse
button. Locate and select the file that you want to attach and click the Open button.
You can attach additional files by clicking the Attach another file shortcut. Click the
remove shortcut to remove attachments.

Attachments Attach a file ‘ \
Attach Another File \

remove

Browse..

7. Click the Submit button to send the message

Cancel




