Sending Email through MyEdBC

This document will explain how to use email functionality in MyEdBC appropriately so that only
students and their eligible contacts receive email from the teachers. While the students may
have multiple contacts, the email should only be received by appropriate contacts (such as
parents), not by grandparents, relatives, step-parents, etc.

When sending email to students and their parents, please navigate to:

> StudentTT

» Select Student(s) or you may use a filter to list specific students
» Options > Send Email
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In the following pop up, select students (if you wish to send an email to the students) or you
may select Contacts (if you wish to send an email to the contacts of the students). This pop up
will display contacts who are configured to receive an email through MyEdBC.
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Please do not do the following:

Do not send email from the Contact ST of the student as it will send an email to all contacts for
the student who have a valid email regardless of them being authorized to receive an email.
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In this example the student has 5 contacts with 4 contacts with a valid email. Sending email
from this screen, you will send email to not only the parents but also the student’s emergency

contacts.
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