
Blackboard Vista: Using the Mail Tool

TheMail Tool in BlackboardVistaprovidesinstructor-to-studentandstudent-to-studentasynchronous
communications. Theprimaryadvantageof usingtheMail Tool is thatit functionssolelywithin BlackboardVista
therebyeliminatingÒspammingÓ(unsolicitedmail), ensuringstudentsÕanonymityandis classspeciÞc.

Step 1: Accessing the Mail tool

1. FromtheBuild or Teachtab, in the
ÒCourseToolsÓarea, click theMail tool.
TheInbox screenis displayed.

Step 2: Create a Mail Message

1. Click Create Message. TheCreate
Messagewindow is displayed.

Step 3: Browse for Recipients

1. Click Browse for Recipients. TheSelect
MessageRecipientswindow is displayed.
Youcanselectto sendthemessageto
everyoneenrolledin a particularrole
(illustratedin nextstep).



Step 4: Choose Recipients

1. To sendtheemailto all students, in the
ÒSelectRolesÓarea, in theÒAll StudentsÓ
row, selectTo.

NOTE: To sendtheemailto speciÞc
students, in theÒSelectIndividualsand
GroupsÓarea, click theappropriatebox
for theappropriatestudents.

2. Click Save. TheCreateMessagewindow
is displayed.

NOTE: Thepeopleyou haveaddedare
displayedbelowtheTo, CC or BCC text
boxes. Eachentryhasa personwith a
negativesignin a redbox icon. Usethis
icon to removepeoplefrom thelist (not
illustrated).

Step 5: Create the Message

1. In theÒSubjectÓtextbox, typea short
descriptionaboutwhattheemailpertains
to. In this example, wehaveused
Commentson FamousGreeksQuiz.

2. If you wantto sendthemessageashigh
priority, checkHigh priority.

3. In theÒMessageÓarea, typethecontents
of themessage. In this example, weused
Commentsareincludedwith your
quizzes.

NOTE: In theÒHTML CreatorÓarea, you
canselectOn to useit.



Step 6: Adding Attachments

1. In theÒAttachmentsÓarea, click Add
Attachments. TheGetFilesdialogbox is
displayed.

Step 7: Accessing Your Files

1. Click theMy Computer icon. TheOpen
dialogbox is displayed.

NOTE: If a redX is displayedin the
placeof theMy Computericon (not
illustrated):

Placeyourmousepointerin thespot
wheretheMy Computericon should
bedisplayed.
Move themousepointerslowly to
theleft until it changesinto a
pointingÞngericon.
Click themousebutton. TheUpload
FilesFromYourComputerwindow
is displayed.
Click theClick Here To Select Files
Individually link. Thescreen
updates.
Click theÞrstBrowse button. The
ChooseFile dialogbox is displayed.
Continuewith Step8.



Step 8: Selecting the File

1. In theÒLook inÓdrop-downlist, navigate
to thefolder wheretheÞleyou wantto
attachis stored.

2. In thelist area, selecttheÞleyou wantto
attach.

3. Click Open. A progressbox is displayed
andthentheCreateMessagedialogbox is
displayed.

Step 9: Send the Message

1. TheÞleyou speciÞedis displayedin the
ÒAttachmentsÓarea.

2. Click Send. Themessageis sentto
everyoneyou speciÞedin theÒToÓ, ÒCCÓ
andÒBCCÓtextboxes.

NOTE: Themessageyou sentis storedin
theÒSentMailÓfolder.

Step 10: View the Message

1. Click theInbox folder. Any newmessages
or openmessagesthatyou did not delete
or moveto anotherfolder aredisplayed.

2. In theright frame, click thelink for the
message. Themessageopensin a new
window.



Step 11: Reply to the Message

1. Click Reply. Themessageopensin a new
window.

NOTE: TheÒToÓandÒSubjectÓtext
boxesareautomaticallyÞlled in.

Step 12: Send the Reply

1. In theÒMessageÓtextbox, typethetext.
In this example, wehaveusedThankyou
for lettingmeknow.

2. Click Send. Themessageis sentto
everyonein theTo, CC andBCC text
boxes.

Step 13: Create a Folder

1. In theÒFoldersÓarea, click Create
Folder. TheCreateFolderwindow is
displayed.

Step 14: Name the Folder

1. In theÒFolderNameÓtextbox, typea name. In this
example, weusedGreekTest.

2. Click Create. In theÒFoldersÓarea, thefolder is
displayedat thebottomof thelist.



Step 15: Move a Message

1. If necessary, openthefolder wherethe
messageis stored.

2. To theleft of themessage, selectthe
checkbox.

3. In theÒMove toÓdrop-downlist, select
thefolder you wantto movethemessage
to.

4. Click Go. Themessageis movedto the
speciÞedfolder.

Your screens may look different depending upon your configuration.
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