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Email All Students in MyMAC from the Instructional Tab or the Collaboration, 
Coursemates Tab—Revised June 2010 

 

To Email All Students from the Instructional Tab 
 
From the Instructional tab, choose your course, in the Go Directly To column, click the drop-
down menu and choose Class List.  
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 

To email all students, click inside the Email box in the header row to select all students. 
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Click Email Selected Students. 

NOTE: In the Recipients section, check to make sure that none of the names are in red.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Important:  Users marked in red with an asterisk (*) have missing or invalid email addresses. 
This email will not be sent to them.  Contact the Help Desk for assistance with this email 
account. 
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NEW:  Next, choose Public or Private 
• Public means all email addresses are listed in the “To” field (see sample below). 
• Check whether you want to Send a copy to yourself. 
• Or choose Private (Addresses are listed in the “Bcc” field & a copy will automatically be 

sent to you). Students will only see their email address listed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Key your subject, body, add an attachment, click Send. 

To Email All Students from the Collaboration, Coursemates Tab 
 

• After logging in, from the Home tab, scroll down to Quick Links, and click My Courses. 
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• Choose the class you want to email 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

• Click Collaboration. 
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• Click Coursemates. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Scroll down and click into Select All and click Email Selected Members. 
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• Note: Select All means that the instructor will also receive the email. 
 

• REMEMBER: this is not an email generated from Google so there will NOT be a copy in 
your Sent items. 

 
• Here’s a sample of your email to all students. 

 
• Note the name in Red 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
Important:  Users marked with an asterisk (*) have missing or invalid email addresses. This 
email will not be sent to them.  Contact the Help Desk for assistance with this email account. 
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NEW:  Next, choose Public or Private 
• Public means all email addresses are listed in the “To” field (see sample below). 
• Check whether you want to Send a copy to yourself. 
• Or choose Private (Addresses are listed in the “Bcc” field & a copy will automatically be 

sent to you). Students will only see their email address listed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Key your subject, body, add an attachment, click Send. 
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