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E-Mail
+ One of the communication features
offered in WebCT isthe email tool.
+ Pleasenote: Thise-mail tool can only
be used to contact people IN YOUR
WEBCT CLASS. You cannot usethisto

Select afolder to see your mail
Tou have U new messages in Inbox
Compose Mail Message
Search  Manage Folders  Manage Messages
Total

Folder Unread

e-mail anyone who is not part of your Al 28 160
WebCT class. Drslt 0 0

Inbox 0 &7

Outhox 28 93

Organizing Your Mail
+ Inthefolder section of the e-mail screen
you can see how many messages you have Folder e e
in each folder. All 4 B
+ Pleasenote: ALL letsyousee ALL Absence Excuses 0 0
messages in every folder. Itisnot a e
separ ate folder. Draft 2 3
+ Toreada message, click onthe* Inbox”__> Tnbox 1 9
folder. The Inbox iswhereall your new
Chthox 1 3

messages will come to automatically.

Reading Your Mail
+ New messages appear with the word
“NEW” next tothemin red letters.

+ Toview anew message, click on the
title of the message.
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Replying to a Message
+ Onceyou' ve clicked on thetitle, the
message will be displayed.
+ You'll notice this area comes with a
separate set of menu items that will allow
you to “Forward” the message, “Reply” to
the message, or “Download” the message to
your computer.
+ The“Quote” button will put the text of
the message into your reply. Thisalows
you to “Quote” the message as part of your

reply.

»ﬁ Subject: E-mail handout

Previous Thread  Next Thread  Close

Faorward Reply Quote Download
Message No. 238:
posted by Judy Baker (HCSV260)

Thu, Mev. 2, 2000, 12:22

Hi Judy, This is a test message for the e-mail
handout. Thanks for letting me use your course ZOE

Previous Thread  Next Thread  Close
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Old M essages
+ Once you' ve read a message, the word
“NEW” will no longer appear next to that

message.
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Viewing Message List
+ When amessage has been read it will

Compose Mail Message  Manage Folders  Manage Messages

Search Mark all as read Lipdate Listing

not show up on your mail screen unless you
have the “Show All” button at the top of the

pageclicked. |
+ This makes keeping track of your
messages easier.

Inbox f |Select Folder = Show AllY Show Unread Threaded / Unthreaded

Lpply to selected message(s) below ICompiIe vl ﬂl

Compose Menu
+ Thetop part of your e-mail screenisa
section that allows you to compose
messages, search for keywords within your
messages, or manage your folders and

messages.

Compose Mail Message

search  Manage Faolders  hanage Messages

Composing a Message
+ When you choose to compose a
message, the dialogue box on the right will
appear.
+ Inthe subject area, type afew words so
the reader knows what the message is about.
+ Themessage areais where the text for

your message will go.

Sending and Saving M essages
+ Notice at the bottom of the message
dialogue box are the words Send, Preview,
Save Draft, and Cancel.
+ Clicking on the Send button will send
your message.
+ The Preview button will let you to see
what the message |ooks like before you
send it.
+ Save Draft allowsyou to save a
message you cannot, for whatever reason,
complete at that time.
+ Cancel will cancel the message dialogue
box.

Send Preview Save Draft | Cancell
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Addressing Your Message
+Addressing an e-mail in WebCT is easy.
Y ou don't have to remember complicated e | <end to F_—"—
mail addresses or usernames. . | —I
+ Toaddressamessagein WebCT, click | =ubject: |
on the Browse button that can be found in
the upper right hand side of the message

dialogue box.
+ Clicking on the browse button will open Mail for ckent - Hetscape
another box that has alist of everyone
enrolled in that WebCT course. Done Cancel
Chuck Adams (adman) i
Emily Dickenszon (ptryisme)
Sue Grafton (sgrafton)
John Jones (jjones)
Mary Smith (msmith2)
+ Click on the name of the person you
want to send the message to. If youwantto | [13omes _Browse.._|
send the message to more than one person, [#i Jonn
hold down the Shift or the Ctrl key down [Rey there, I=|
and click on the names of the peop]eyou It's good to see you're in the class too. Want to see
if i k t ther?
want to send the message to. oy o Son D DU SROUR AR RogeRher
PJ]

Sending the M essage

Compose Mail Message

+ After you have written and addressed Sendto [Tromee D
the message, click on the send button at the e
bottom of the page to send your e-mail. Memsage{lo o good ro Siecher You are 1n thie glese oo, femc off
Let me know
| -|
Height of edit area Text Style:
mm‘ © Don'twrap & Wrap
> ﬂl Previewl Save Draft | Cance\l 1 l— Browse...
i 2. Attach file
There are no files attached
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