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HHHooowww   tttooo   EEEnnnttteeerrr   YYYooouuurrr   EEEmmmaaaiiilll   AAAddddddrrreeessssss   

iiinnn   BBBlllaaaccckkkbbboooaaarrrddd   
 

In order for you to use Email in Blackboard for communication with your instructor, it is very 
important for you to have a valid email address and you must enter your email address in 
the Blackboard system. 
 
If you do not have an email address, you may sign up with a free service.  Here are a few sites 
where you can get a free email account: 

• http://www.yahoo.com 
• http://www.msn.com 
• http://gmail.google.com 

 
1. Login to Blackboard.  The first screen you will see is the My Institution screen. 

2. Click on the Personal Information link in the Tools palette. 
 

 
3. Click Edit Personal Information. 

 

 
4. Enter your Email Address. 

5. Scroll down to the bottom of the screen and click Submit. 
6. Click OK twice to return to the My Institution screen. 

 


