2.

',,g How to Send an Email through Blackboard

E-mail in Blackboartd is internal to Blackboard and is not sent to @auburn.edu
accounts. Students will need to log into Blackboard to view the e-mail. To
send an email, select the Mail link
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Please contact IMG at 844-5181 or img@auburn.edu for additional help.
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3. Select the Browse for Recipients... link

(= Create Message - Windows Internet Explorer

& https:/[blackboard, anburnedufwebctiuny el 252607 740
Create Message Help
Browse for Recipients...
[ |
ccC: | |
BCC: | |
*Subject: | |
* - - S
M Cosags: [ High priority
Enable HTML Creator
[Cuse HTML Insert equation:rmew v‘ »
Attachments: | Add Attachments
| Send | | Preview || Cancel | | Save as Draft ‘
* Required field
Done e Internet T o0 v

4. You may e-mail by role (for example, all students) or select individual students
or groups

(= Select Message Recipients - Windows Internet Explorer
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Select Roles
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El El All Section Instructors
Ll ¥l All Section Designers
.| ¥ All Teaching Assistants
] IF] All Students

El O All Auditors

Select Individuals and Groups

[JTe [JCC []BCC Name

F . Group 1 { Jesse Noe )

Group 2 { Demo Student , Christopher Davis )
Self-Sign Up 1 ( Jesse MNoe , Demo Student )
Self-Sign Up 2 ()
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5. Click the Save button

= Select Message Recipients - Windows Internet Explorer
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Done & Internet far HI00% -

6.  Enter a subject and a message. Select the Add Attachments link if you would
like to add an attachment

/= Create Message - Windows Internet Explorer

|& https: /5 1 auburn.edu/
Create Message
| Browse for Recipients...
*To: | |
All Students 52
cc: | |
BCC: | |
*Subject: A subject |
* . : o
Message: [ High priority
Enable HTML Creator
Cluse HTML | Insert equation:|New ¥|
Attachments: | add Attachments
‘ Send | | Preview | | Cancel | : | Save as Draft |
* Required field
Jpore &) Internst fp v H00% -
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T 70 Click the My Computer icon to add a file

(= Content Browser - Windows Internet Explorer
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-] aquiz folder [ mathml Folder
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[] & Cross Listed Section Group- Zip
AssignmentSubmissions-2008-Nov-
Class Files 04-12-01-10.zip %
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AssignmentSubmissions- 2008-Nov-
04-12-03-03.zip 2

[] =l Cross Listed Section Group- Zi
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< | #|05-11-57-43.zip %
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Done elnternet ¢ Fo100% v

8. Navigate to and select the file to attach. Click Open

Open
Look in |.f:"| Sample Pictures LJ % ® =
* Blue hills
#e Sunset
*_ Water llies
File name: jWinter.jpg Cpen ‘
: | Files of type: Jp." Files LJ Cancel ‘
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10.

Click the Send button

= Create Message - Windows Internet Explorer

& https: | {blsckboard aubtmiedulwebetiurw et 25980774021
~
Create Message Help <
‘ Browse for Recipients...
#To: ‘ |
All Students &
CG: \ |
BCC: ‘ |
*Subject: |A subject |
® -
Méssage: [ High priority
Enable HTML Creator
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O use HTML Insert equation:!_l\lew VI ?
Attachments: | Add Attachments
Winter.jpg [
Send ‘ | Preview | ‘ Cancel | : | Save as Draft i
| &L b
Done elnternet o Moo v
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Your e-mail has been sent through Blackboard. Students will need to log into

Blackboard to view the e-mail

{2 Blackboard Learning System - Windows Internet Explorer

> hd |R https: |t

oard auburm, eduf et

5.7 Favorites

1 V_|_'_§_| *y || |-" agle | P -

& Blackboard Learning System [ f‘fii x EJ v Page = Tools »

ckboard | Ac lity | Help | Log out
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Done Fai] & Internet fa v Hagow -

Please contact IMG at 844-5181 or img@auburn.edu for additional help.
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