How to Find Your Teacher’s Email in Blackboard

Open up the Chrome Browser

1. Open up your Chrome browser, navigate, and log into the the Well-Trained Mind
Academy Blackboard Site. (Click Here for step-by-step log-in directions)

2. Click on the class you want to enter.

3. Once in your classroom, look for the link on the left hand side that says “Contact Me”
and click on that link.
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How to Find Your Teacher’s Email in Blackboard

4. There you will find your teacher’s email address as well as any particular instructions for
how your teacher would like you to format your email, including subject headers.
Remember, it is important to be formal and polite in your email, always including a
salutation (Dear Mr./Ms./Mrs./Dr.) and a signature with your name. The more specific
your questions are in your email, the more easily your teacher will be able to help you!
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Email: instructor@wtmacademy.net
Contact Me
Email Policy: Please note that email is my preferred method for contact about quick questions, concerns over assignments, and requests for office hours. If | cannot answer your question in an email, |
My Grades will request a time for us to meet in the Blackboard classroom so that we can go over your questions and concerns in a live discussion.

Make sure to
CER SRS sction + include the title of the class in the subject of your email
* include the reason for your email in the subject line

o for example, "Question about Reading 3 Assignment*
+ make sure your email includes specific questions/concerns

o for example, "I do not understand question 4 and 5 on the homework due this week."

o remember, if there is more than one assignment due, you need to be clear about which assignment you need help with
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My Background: | have been a teacher at the Well-Trained Mind Academy for three years. In addition to this course, | teach three other history courses. When | am not teaching, | enjoy hiking and
playing with my cat, Sylvester. | hope one day to visit all seven continents.

Help & Tools

WTMA Instructions &
Tutorials

5. Remember: you will need to copy and paste your teacher’s email address into your mail
application or browser window when you open your mail online.



