
 
 

Use the E-mail Tool 
For Students 

 
1. Log into your course. 

 
Click “E-mail” from the Course Menu or from the Collaboration 
Tools menu.     

 
 

2. You will be shown your e-mail options.   
 

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.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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.   

 
7. Click on “Select” when you have highlighted all of 

the individuals you would like to send a message 
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.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. To take a look at your new messages, click on the Inbox link.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
 

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

 
 

12. You can delete and organize your messages from your Inbox view.   

 
 
 



 
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.   

 
 
 
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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