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Sending Email in D2L   

 

To send an email to a single student 

1. Select Communication then Classlist/Email from the course navigation bar. 

 

2. Select the person’s name to open a new message window. 

 

3. In the new message window, complete the following fields: 

 

a. Enter your email address in the 

Cc: field to receive a copy of the 

email. 

b. Subject  

c. Message 

d. If needed, select Browse then 

Add to attach a file to the 

message. 

 

 

 

 

 

 

 

 

 

4. Select Send. 

Note: All emails in D2L are sent to an external PSC email address. D2L does not retain 

copies of emails sent through the system and they cannot be accessed through D2L. 
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To send an email to multiple students 

1. Select Communication then Classlist/Email from the course navigation bar. 

2. Check the box next to the students’ names. 

 

3. Select Email. 

 

4. The students’ email addresses will automatically be entered in the Bcc: field. 

5. Enter your email in the To: field. 

6. Add a title in the Subject field. 

7. Enter your message in the Message field. 

8. If desired, attach a file by selecting Browse under Attachments. 

9. Select Send. 

 

To send an email to all students 

1. Select Communication then Classlist/Email from the course navigation bar. 

2. Select Email Classlist. 

 

3. Select the Students tab. 

4. Select Send Email. 

5. The student’s email will automatically be entered in the Bcc: field. 

6. Enter your email in the To: field. 

7. Add a title in the Subject field. 

8. Enter your message in the Message field. 

9. If desired, attach a file by selecting Browse under Attachments. 

10. Select Send. 


