Send Emails to Students and Guardians through TAC

To send email to student and/or guardians via TAC:

1. Loginto TAC
2. On the left side menu click the Email student/Guardians link
3. A new window will display a list of your classes.

@j OIREAD-1  1istGrReading 3 TO,TL,T2,T3  M,T,W,R,F
3 [] OSMATH-1  SthGr Math 3 T0,T1,T2,T3 M, T,W,R,F
1 [] OWRITE-1 IstGr\Writing 4 T0,T1,T2,T3 M, T,W,R,F

& View Student List

& Take Attendance

& Maorning Bulletin

& Define Assezsments
& Score Assessments

& Enter Interim Progress
& Enter Report Cards

& Enter Competendes

L
g Email Students/Guardians :I-

& Select Theme
& Set Environment

Teacher E-Mail

4. You can isolate addresses for Students
only, Guardians only, or Students and
Guardians by using the drop down menu
at the top of the page. u

Send To: | Students and Guardians |

Students
Guardians

- R [l
irlj - Barl, Smdr-_-nts and Guardians I

5. Click on the folder next to the class. This will display the email addresses that have been

entered by students and/or guardians.

6. You can click individual checkboxes next to the people you want to send to or you can click on
the checkbox next to the unopened folder to send to all people in the list that you identified

using the drop down box in #4.

3 [] ATTPM-1  ATT-PM 2 T, T1, T2, T3 M, T, W, R, F
<1 [] OIREAD-1  1stGrReading 3 T, T1, T2, T,
= Test, Ima § <i-m-spedal@bedford.k12.mi.us> s Check the boxes
Test, Dad <carol,olszewski@bedford.k12.mi.us> - Father to fﬂl’-‘{ﬂdﬂ
Test, Mom <jennifer.earl@bedford.k12.mi.us> - Mother pEUE::;iT the
3 [] 0SMATH-1  S5thGr Math 3 T, T1, T2
3 [] OIWRITE-1 1istGr Writing 4 T, T1,T2,T3 M, T, W,R,F

7. Scroll down the page to create your email message then click Send button. (See backside)

8. Your Bedford email address is used as the sender’s address.

As the teacher you will automatically receive a copy of the email you send out through TAC.



Subject:* [Put your subject here| | Priority: | Normal +| Format: [HTML v |

EEWE:! |58 B

Write your message here and use the tools above to format it.

i [#] HTML Prewvigw

Attach a file

[Smd__l- My Classes ]




