
 
How-to effectively use Blackboard Email  

 Your Blackboard Email is an important function; it is where you will be able to 

communicate with the other students in your class, and often times the only form of 

communication with your instructor. This report and instruction manual will teach you how to 

effectively use your Blackboard email.  

1. Accessing the Email 

To access the blackboard email sign on to blackboard and click on the course where you 

want to send the email from.   

2. Using the Email  

Click on the “Course Messages” link that will send you to the “Course Messages” Page.  

 Note It is important to note that some courses have it named as “messages” or “course 

email”. 

  After clicking the link on the top of the page you will see “Course Messages” on the top 

with 2 options “Create Message” or “Create Folder”.  

The bottom of those options you will have two folders. “Inbox and “Sent”.  Your inbox 

folder will have the messages that you have, that were sent to you or that you have sent to 

someone else with their response.   

After the inbox you will see “Sent” your sent folder will have all of the messages that you 

have sent to either your class instructor or your classmates.  

  



3. Sending an Email  

To send the Email, click on the top option  

“Create Message”  

This will then lead you to the “Compose a Message” Page, where you will compose the 

message and chose who to send it to.  

 

You will then see “Recipients” in bold and in the box you will see the name of the 

instructor and the other students. You will then click on a person or persons who you wish to 

send your message to. 

 



Both of the boxes have “Invert Selection” and “Selection” on the bottom of them, when 

inverting a selection you will click on someone’s names and it will be white in contrast to the 

names around it being black and it will not be chosen 

.  

 

After you have chosen who to send your email to you can then write the subject of the 

email. 

 

After this you can then proceed to the “Body” where your email will be written, this is 

where you can ask your instructor questions about assignments, dates, or projects.  



 

Your email can also include an attachment. The attachment can be used attach important 

documents. 

 

After you have finished your email, check the spelling, recipients, and proper email 

formatting you can then send your email to the recipients. 

  

4. Troubleshooting your Email.  

You can easily make your email address visible for others to see, go onto the page header in  

“My Blackboard menu”, “Settings”, “Personal Information”, “Set Privacy Options”.  

 

Conclusion  

Always remember to practice proper email etiquette, and always be kind to those who are 

receiving your message. 


