Sending Messages in Brightspace

How to Message All Students in a Course

1. From “Classlist” select all students then click “Email”.
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2. Sending an email from Brightspace does not put a copy of the email in your sent box. However,
Brightspace adds your email to the BCC therefore you will have a copy in your inbox. Make sure
you give the email a subject and always be as descriptive as possible when communicating with
your students.
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Hi Class!

Please remember to complete quiz 2 before Sunday at midnight.

Thank you!|
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3. You also have the ability to email students from the “Grades” section as well. You can email all
students or specific students.
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