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1. Log into your course. S i
Click “E-mail” from the Course Menu or from the Collaboration il e
Tools menu.
2. You will be shown your e-mail options. —
Mail
I Compose messagel Search| Message settings
vou have 1 new messaage in vour Inbox,
Folder Unread Total
{7 Inbox 1 1
() OQuthox 0 0
) Draft 0 0
All 1 1
3. From this screen, you can compose a message or take a look at your Inbox, Outbox,
or Draft messages.
4, To send a message, click on “Compose Message.” The following message screen
will be displayed.
Compose Mail Message
Send to: || W EBrowse.. | [Paste records|
Subject: | |
Message!
Height of edit area: Resize () Don't wrap text / (3) Wrap text
HTML editor Equation; | Create eguation % | |Equation editor|
Attachments: | |[(Browse... ) Attach ﬁle|
There are no files attached.
Send| Preview| Cancel Save draf‘t|




5. To send a message to a fellow student or your instructor, click on “Browse” next to

the “Send to:” option.

6. Choose from the list displayed the individual you
would like to send a message to. By holding down
the Control key on your keyboard, you can select
more than one person at a time.

Select Recipients

Zancel

Select one or more people to receive your message:

nanette sorensen (CAPTOL)

7. Click on “Select” when you have highlighted all of Greq Dunklin (greqd)
the individuals you would like to send a message john stackton (jostocktonlz2)
to.
8. Type in a subject line, message, and select any of the text options you would like. If

you need to attach files with your message, that option is also available to you.
When you have finished your message, choose “Send.”

Compose Mail Message
Send to! nanette sorensen Browse...
Subject: case study 1
Message: atc. .. ..
Height of edit area; | 12 % | |Resize () Don't wrap text / (3) Wrap text
HTML editar Equation: | Create equation % | Equation editor
Attachrments: Browse... Attach ﬁle|
There are no files attached.
Preview| Cancel Save draf‘tl

9. To take a look at your new messages, click on the Inbox link.
rail
Compose message Search| |Message settings

vou have 1 new message in your Inbox.

Folder
o[==]
() Outhox

Oy Drraft
all

Unread Total
1 1
0 0
0 0
1 1




10. Click on the message you would like to read.

Mail Messages: Inbo

Compose messagel Update Iistingl Searchl Mark all as read|

Display: %,ﬁ,n B Unrea “:Threaded | - Unthreaded Select folder: | Inbox w | Go

Mo. Status [ | Subject

1.

4 []jcase Study 1

Actions | ' apply these actions to the message(s) selected above.

T Cu:umpile| ¢ Mark as read| T Mark as unread| "% Delete

Message options

Author Date

nanette sorensen August 9, 2004 12:25pm

T Move to: | Inbox v || Go

11. You can forward, reply, or download your message from the message screen.

Subject: Case Study 1

Message no. 1
Author: nanette sorensen
Date: Monday, August 9, 2004 12:25pm

from you on how you feel about the example I used:

I receiwed the following answer for Caszse Study dquestions one I would like some feedback

eLC.
~-Nan
Reply| Fu:urwaru:l| Qunte| annlnad| Cluse|
= =1
12. You can delete and organize your messages from your Inbox view.

Mail Messages: Inbox

Compose messagel Update Iistingl Searchl Mark all as readl Message options

Display: %,ﬁ,n B Unread S:Threaded | - Unthreaded Select folder: | Inbox | Go

MNo. Status [ ] Subject

1. = [] case Study 1

Actions | 'F& apply these actions to the message(s) selected above.

Author Date

nanette sorensen August 9, 2004 12:25pm

e Cu:urnpile| F# Mark as read| "r Mark as unread| 't Delete

M4 Move to: [ Inbox % || Go




13. You can create organization folders from your main mail screen. From the right-hand
“Actions” menu, choose “Create Folder” to help you organize your messages.

Mail

Compose message Search| Message settings

wou have no new messages in your Inbox,

Actions
{4 indicates a selection is required fram
the main frame.

Folder
) Inbox
) Outbox
) Draft
all

Unread

a
a

]

Total

Options: Folders

Create folder

{4 Renarne folder: I:I Go
{% Delete folder

Options: Messages

Delete all mail messages frorm the
selected folder.

(% Delete messages|

Cielete all mail messages from all of my
folders,

Delete all messages |

Note: This tool is internal to WebCT and is for this particular class

only. It cannot send or accept external e-mails.
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