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Groups 

Sending a Mail Message to a Group 

1. Make sure you are in the Teach tab. 

 

 

 

 

 

 

 

 

 

2. Click on “Group Manager” under the Instructor Tools. 

 

 

 

 

 

 

3. These are the existing groups have been created. 

 

 

 

 

 

 

4. Check off any group(s) you wish to send a mail message to. 
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5. Click “Send Mail”  

 

 

 

 

 

 

6. Notice the list of recipients have already been added to the 

“To” field.  

 

 

 

 

 

 

 

7. Enter a “Subject” and add your “message” 

 

 

 

 

 

 

 

 

 

 

8. You may also add attachments to the message.   
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9. Click “Preview” if you wish to see the message first, otherwise, 

click “Send.” 

   

 

 

 

 

 

 

 

 

 

 

☺You have now learned how to send a message to a group. 

 

 


