How to Send a Group eMail

Log into: http://www.Respondere-Learn.com

Navigate to the course you’re teaching

e On the left-hand side under Course menu select “Send e-mail.”
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NOTE: If the Send e-mail icon does not appear on your course or community, please contact
the LMS Support Desk (NDMSHelpdesk@hhs.gov) to enable this function.

Step 4

e Select an individual, multiple individuals or the entire roster to send an
e-mail to.

¢ If you desire to send an e-mail to the entire roster, click the “Select all”
button.
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Step 5

e Compose your e-mail and select the “Preview” button.
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Step 6
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If satisfied with the e-mail select the “Send message” button.
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If you wish to edit the e-mail, select the "Update" button and make
revisions.
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Select the “Preview” button and click “Send message.”




