
Email in Course 

You can contact your classmates and instructor by emailing within your course.  You may 

contact one person or email the whole class. 

1. Find “eMail list” on the right side of your course 

homepage. 

2. Click “Compose” to write an email. (to check your email 

click “Inbox.” 

 

 

3.  Click “Contacts” to find the person, or people, you want to email.   

 

 

 

 

 

 

4. Click “To” on all of the people you wish to email.  A red X will appear once you have selected 

a user. 

 

 

 

 

 

 

 

5. Click “Close this window” when you have selected all of the users. 



6.  The users will appear in “To.” 

7. Give your 

email a title 

(Subject). 

8. Write your 

email. 

9 Click “Send.” 

 


