
      Sending Email from  
1. From the Home tab in schooltool - click the Actions tab 

 
2. Searching for Students - select By Class or Advanced Search:  

a. By Class - Uncheck the Class box to deselect all classes and then select the class or 
classes you want to email 

 
b. Advanced Search - Use this feature to search by last name, grade, community, etc. 

 
c. Click Search when finished 



 
 

3. Select the students you would like to email and click Continue  

 
4. Compose your email, check the Receives Mail box and then click Send Email 

 

 


