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Communicating with students in Brightspace 
 
There are two recommended ways to communicate with students in Brightspace, 
announcements and email. 

 
 

Announcements in Brightspace 
The Announcements tool allows you to post messages on your module landing page. 
 
Step 1 - Click Module Tools and select Announcements. 

 
Step 2 - Click New Announcement. 

Step 3 - Add a title for the announcement in the Headline field. 
Type the body of the announcement in the Content field. 
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Step 4 - Set the Start and End dates for the announcement. 

 
Step 5 - Attach a file such as a word doc or pdf.  
Alternatively record an audio or video file as an attachment. 
 

 
Step 6 - Click Publish when you are ready to issue the announcement. 

 
 
Email in Brightspace 
If you do need to email students in the module, you can use the email tool inside 
Brightspace. 
 
Step 1 - To send an email, click My Class from the main menu and select Classlist. 

 
Step 2 - Click Email Classlist. 
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Step 3 - To email your students, click the Student Tab and click Send Email. 

 
 
Step 4 - Include your own email address to receive a copy of the email in the To or Cc fields. 

 
Step 5 - Type your email in the body field. 
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Step 5 - You can attach a document file or an audio / video recording to the email. 

Step 6 - When you have finished composing, click Send. 

 
 
Viewing sent emails in Brightspace 
 
Step 1 - Click the Envelope icon at the top of the screen. 

 
Step 2 - Click Email. 
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Step 3 - Click Sent Mail. 

 
Step 4 - A list of sent emails will display. 
 

 
Step 5 - Click on a particular email to view the recipients list and the email message. 
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