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There are two different ways to send email-style communication to course users (students and/or co-
instructors) in Blackboard:

1. Course Email: From Blackboard to CCSU Email — email is a send only tool that sends an email from Blackboard
to the user’s CCSU email account and cc’s the sender automatically. If the user replies, the reply will return to
the sender’s CCSU email account. This is typically easier for students than sending messages through
Blackboard. This document will teach you how to send Course Emails.

2. Course Messages: From Blackboard to Blackboard - using a Blackboard messaging inbox these messages stay
within the Blackboard system and do not deliver to CCSU email addresses. Whena user replies toa message, it
delivers back to the messaging inbox within Blackboard. The benefit of using Course Messagesis to provide
seamless course organization by keeping all email-style communication within the course shell.

How to Send a Blackboard Course Email
1. Open thecourse in which you would like to sendthe Course Email. Then, from the course I—_

. o Achievements
menu on the left, click Course Tools then Send Email (Figure 1).

Announcements
2. Once you click on Send Email, you will be presented with multiple recipient options Attencance
(Figure 2). Blackboard Collaborate Ultra
e Tosend the emailto everyone in the course, click on All Users. Blogs
. . . . Cengage Learning
e Tosend the emailto select users in the course, click on Single / Select Users. MindLinks™
e You may also select the other options present to send an email to people with Content Market Tools
specific roles or groups. However, the options outlined above are used most Course Calendar

frequently. Course Messages
Date Management

All Users

SEd ermai 1o ain of e users in the Course.

All Groups

Send email to oll of the Groups in the Course.

All Teaching Assistant Users

Send email to all of the Teaching Assistant users in the Course.

All Student Users

Send email to all of the Student users in the Course.

All Instructor Users

Send email to all of the Instructor users in the Course.

All Observer Users

Send email to alf Observer users in the Course.

Single / Select Users

Select which users will receive the email.

Single / Select Groups

Select which Groups will receive the email,

Single / Select Observer users

Send an email to selected Observer users.
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3. Ifyou selected anoption which requires you to select the users who will receive the email, you will see a section
which says Email Information (Figure 3).
o Toselectauser, first click on their name in the Available to Select menu. If you hold the Ctrl key on your
keyboard while clicking, you can select multiple people at once. The names you selected will turn blue.
o Next, click on theright arrowbutton > | to move the selected users tothe Selected box.

e The email will be sent to all the users in the Selected box. If you decide you don’t want to send the email to
one of the users you selected, click on their name, then click on the left arrowbutton < to move them
back to the Available to Select box.

EMAIL INFORMATION
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( O'Donnell, Matthew
O'Donnell_PreviewUser, Matthew
Washko, Lisa

Invert Selection Select All Invert Selection Select All

FIGURE 3

4. Once you’ve selectedthe users to receive the email, scroll down to write your email (Figure 4).
e  First, type a subject for your email in the Subject field.
e Next, write your message inthe Message field.

e Toaddan attachment, clickon Attach afile. Then, click the Browse... buttonto select the file you'd like to
attach.

e Once you’re ready to send the email, click on the Submit button.

From Matthew O'Donnell - st_mo2630@ccsu.edu (st_mo2630@ccsu.edu)

Subject

Message
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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A copy of this email will be sent to the sender.
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FIGURE 4

5. The email will be sent to all the specified user’s Central email accounts. They can view the email via Outlook.
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