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Comparemand(Gontrast

Messages Email Digitall Drop Box
Accessed through Accessed outside of Accessedhrough
Blackboard. Blackboard via Webmail Blackboard.

Outlook, etc.
Does not cause email Constantly receiving Does not cause email
congestion. Separates file emails from individual congestion. Separates
by course. students. Does not files by course.

separate files by course

Studens must choose who Studens must choose  All files sent viaDigital

to send to. who to send to. Drop Box by the students
are automatically sent to
the assigned instructor(s)
in the course.
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MARTHA SAFEASSIGN (MARTHASAFEASSIGM) » COMNTROL PAMEL

Content Areas
Course Information

Course Documents
Assignments

MARTHASAFEASSIGN: Martha SafeAssign - Martha L Sims-Wilson (Instructor)

SafelAssignments
External Links
Online Tests

User Management
List [ Modify Users
Enroll User

Manage Groups

FY

Course Tools
Announcements
Course Calendar

Staff Information
Tasks

Send Email
Discussion Board

Collaboration

Digital Drugbuxh

Glossary Manager

Messages
Course Objectives

Safelssign

Content Collection
Check Collection Links
Copy Files to Collection

|

Test Manager
Survey Manager

Pool Manager
Course Statistics

Gradebook
Gradebook Views
Performance Dashboard

Early Warning System

Support
Manual

Course Options
Manage Course Menu
Course Design
Manage Tools
Settings

Recycle Course

Course Copy
Import Course Cartridge

Import Package

Contact System Administrator

Quick Tutorials
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A The Messages feature gives each course a
private and secure system for
communication that functions similar to
email. Keep in mind that Messages cannot
be sent or received outside of the users in |
the course.

- A Messages are usually accessed through
- the Communications area of a course.
Although, as with most features, the
Instructor can restrict access or change
. the layout of the Course Menu so that

- Messages are accessible directly.
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A Follow these steps to open thé
Messages feature.

I Click Communicationfrom the Course
Menu or Organization Menu.

I Click Messages
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A Folders store messages and prowde
access to functions for creating and
organizing messages. Even the

Inbox folder and Sent folder include

these functions.

I Follow these steps to open a folder, including
the Inbox folder or Sent folder.

A Click Communicationfrom the Course

i Mesme Folder

.

Menu or Organization Menu. T
A Click Messages
A Click a folder. G



To . ..

click . ..

open the Inbox to see delivered
messages

Inbox. The Inbox folder will open with messages receive

view messages that you sent

Sent The Sent folder will open with a list of messages se

add a new folder

Add Folder. Folders can be used to organize messages.
that the System Administrator may turn off the ability to &
folders.

change the name of a personal
folder

Modify next to a personal folder. It is not possible to mod
the Inbox folder or Sent folder.

delete personal folders

the check box next to each folder that will be deleted. Th
click Remove Foldeimn the action bar. The folders, and an
messages in the folders, will be deleted.




To . ..

click . ..

Read a message

the link that appears in the subject column for the messageVigwe
Messagegpage will appear.

Draft and send a new
message

New Messag@ the Action Bar.

Delete messages

The checkbox for each message to delete. Rgrhovan the Action
Bar to delete the messages.

Sort messages

The carat above each column to sort by that column.

Mark messages as
unread

The checkbox for each message to mark as unread. Iddk Unread
to change the selected messages to unread. Unread messages apj
with a closed envelope icon.

Mark messages as
read

The checkbox for each message to mark as read. Kaack Readto
change the selected messages to read. Read messages appear wi
open envelope icon.
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A Follow these steps to open a
] message.

| Click Communicationin the Course
Menu or Organization Menu.

I Click Messages
I Select a folder.
. T Click the link in the subject column for

a message. \
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