Communicating Electronically with your Class

There are several ways to communicate with your course, you can send them a message through Portal, you can
do the same through Blackboard, or you can set up a contact list with your students’ names, and email them through
your Gmail account.

e Blackboard

e Portal
Instructors can message students, TAs, and other instructors enrolled in their Blackboard course. This tool, unlike
the Portal tool allows instructors to contact any user enrolled in their course in any way (alternate and informal

students as well!).
To send an email to your course,sign in to Blackboard, access the course you would like to message, and follow the

instructions below:
1. Open your Course Tools drop-down menu, located in your Control Panel.

2. Click Send Email.
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3.

4. Select the group to which you would like to send your message.
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5.
6. Enter your email’s subject and
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body.

If you want to add an attachment, you can do so by clicking Attach a file.
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http://it.smcm.edu/logging-into-blackboard/
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9. Click Submit.
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10.

Portal contains an email tool, with which you can message a specific course. It is the most rigid one, in that you will
not message anyone enrolled in an alternate or informal role in your course.

1. Sign into Portal.

2. Access your Faculty tab.

Click the Faculty link

3.
4. Find the course you want to create a contact list for under your Faculty Schedule and Course Lists.
5. Select Course List from the drop-down menu.
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7. Click E-mail All Students.
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8.

9. Decide if you would like the students to see the others’ addresses, and if you would like to send a copy to
yourself.
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10.
11. Enter your email’s subject and body.
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12.
13. If you want to add an attachment, you can do so.
File: | Add
Make sure you've
) clicked Add or it will
You can add an attachment if you not show up in the
would like. Click Browse to locate email
the file
14.
15. Click Send.
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