
Accessing Email 

Toolbar 

Click the pull-down arrow by Tools and click Email       or       Click the Email icon 

Click the pull-down arrow to the right of ‘Filter By” and 
make a choice from the list. Choosing a filter limits the 
displayed emails.  

Filter 

Search 

Enter the search parameters in the “Search 
For” text box. Checks can be placed in the 
“From”, “Subject”, and “Body” search options. 

Email 
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Email Management 

 Create a New Folder 
(example: for a class) 

 It is possible to Reorder 
or Edit each folder using 

the pull-down arrow to 
the right of the folder 

name 

Move Messages 

Email 
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 Click on Message List 

 Place Checkmark 
by the message 

 Click the pull-down arrow to 
the right of ”Move To” and 

select a folder 

 Click Folder 
Management 



Compose An Email 

Email 

© Copyright 2012 Center for Distributed Educa on, Cha anooga State Community College Page 3 Ver 10: 130304HW 

 D2L internal email 
address 

 Type Subject in 
textbox 

 Click Browse to add 
attachments 

 Type text in Message 
textbox 

 Click Send 



Easiest Way To Email Within The eLearn System 

Email 
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 Click the pull-down arrow by Tools and click Classlist 

 Click the checkbox 
next to the name of the 
person you want to 
email (choose the 
Student or Instructor 
tab if necessary) 

 Click the Email icon 

 A pop-up window will 
appear with the email 

address 

 Fill out subject line 

 Type message 

 Click Send 
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