
How to send an email to students who have not submitted an assessment item 

 

1. Login to iLearn Insights from the link in the left-hand menu of an iLearn course  
 

 
 

2. Click the Activities tab in the top menu bar and select Activity details from the drop-down menu. 
 

 
 

3. Scroll down to the activity you are emailing about. Click the number in the Not submitted column.  
 

 
4. Scroll down and click the box in the Email column for individuals you want to email, or click Select All to 

email all students. 
 



 
 

5. Scroll to the bottom and select Compose message before sending 
 

 
 

6. Compose the email message to send to all students. Items in brackets { } are variables that the system will 
replace with data from iLearn. If you don’t want a copy of the email remove your email address from the Bcc 
field. Click Preview messages before sending. 

 



 
7. Insights will then show you a preview of the email that will go to the first student on the list. If you are happy 

with the preview click Send message now. If you would like to change the email click Back to compose email. 

 


