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S E N D I N G  E M A I L  F R O M  B L A C K B O A R D  

Instructors can send email to all or selected individual users, students, groups, 
Teaching Assistants, Instructors or Observers. 

 

 
 
 

1. In the course shell menu on the left side, click Email. 

 

2. Click on your preferred option (All Users, Single/Select Users, All Teaching Assistants, etc.) 
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3. Type in a Subject heading and a Message. 

 

 

 

4. If desired, attach a file by clicking the Attach a File link. 

 

5. Click Submit. 

 

http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://help.pace.edu/
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit

