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How-to Handout


How to e-mail students in your course

The college maintains an e-mail account for each unique course section you teach.  If a student has a BC student e-mail account, you may use the following address to send an e-mail to all of your students.

E-mail address format
courseID@student.bellevuecollege.edu
What’s my course ID?

The formula we use to assign your course section and ID is as follows:

 [Your course item#] + [The year quarter code]
Year/quarter codes for 2011-2012
· For spring  2011, use the code B014 
· For summer 2011, use the code B121  

· For fall 2011, use the code B122 

· For winter 2012, use the code B123 
· For spring 2012, use the code B124

In example, if your course was offered fall quarter 2010 and the item number for you course was 3000 your course e-mail address would be 3000B012@student.bellevuecollege.edu.

Who can use this e-mail address?

Security is enforced so only the instructor may send an e-mail to this course e-mail address.
Important:  Students must sign up for a BC e-mail account at https://bellevuecollege.edu/sam in order for these instructions to work.
More handouts available on the Technical Assistance Center website | http://tac.bellevuecollege.edu 

