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Sending Email from Blackboard
Sending emails to students using Blackboard’s Send Email tool is an easy and effective way to communicate

important information.

When Blackboard users send emails from Blackboard, the emails are delivered to the recipient’s NTC email address.
Users cannot view emails in Blackboard and Blackboard does not keep record of the emails. Any student replies go
to the instructor’s NTC email inbox.

Accessing from My Blackboard Page
One way to access this useful tool is from the My Blackboard page.

e Under Tools, click on Send Email i e

e Select a course R el
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e Select which users to email (All users,
All Student Users etc.) i e e— " e o
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Spring 2014 Template fLnsuaiade)

e Add a subject line and compose the
message

e Click submit

e The email will be sent to the selected

user’s NTC email account

Accessing from Within a Course
The standard NTC Blackboard template provides a link to the Send Email tool as a menu item (See Below). To send
emails to users in a course, click on the Send Email menu item, select which groups of users to email, and compose

your message.
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Welcoma!

Faostod on Tuesday, Febuary 11, 2014 1020 04 AM CST

My Instruetor
Welcome fo class!! Your first dicussion is due on February 11ih Let me Know If you have any questions.

Send Emil

Student Resour

Instrucion Re 5 Please Make Sure Your Course Is Available To Students
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