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Blackboard Vista: Using the Mail Tool

The Mail Toolin BlackboardVista providesinstructorto-studentand studenito-studentasynchronous
communicationsThe primaryadvantagef usingthe Mail Tool is thatit functionssolely within BlackboardVista
therebyeliminatingGpammin@(unsolicitedmail), ensuringstudent®anonymityandis classspecibc

Accessing the Mail tool

1. EromtheBuiId’orTeachtab in the
CCourseToolarea click the Mail tool.
Thelnbox screens displayed
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Create a Mail Message

1. Click Create Message. The Create
Messageavindow s displayed

Browse for Recipients

1. Click Browse for Recipients. The Select
MessagdRecipientsvindow s displayed
You canselectto sendthe messagéeo
everyoneenrolledin a particularrole
(illustratedin nextstep.

.
Mail » Blackboard Workshop 007
o {* Folders
s Inbox
Create Folder
(oY) 5
- ~ Y Create Messaqge ™
_/;-j 8 Inbox 0 (0) ¢ & ] § J
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@ O sent mail 0 (0) Mark 3l as: | Read || Unread
s O prafts 0 (0) i
e — You have no messages in this folder.
a ) 2 peleted Mail 0 (0)
© 1 https: fivistaserver ncsu edu - Create Message - Microsoft Internet Explorer -JO 3
Create Message Heip
To: .
cc:
BCC:
Subject:
‘Messaqe: High priorit
L off
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N3 Choose Recipients
€] https:/ivistaserver.ncsu.edu - Select Message Recipients - Microsoft Internet Explorer

1. To sendtheemailto all studentsinthe | | geject Message Recipients
BelectRolearea in the All Student®)
row, selectTo.

Seleg/Roles

Jmﬁ [Jee []scce Role Description

NOTE: To sendthe emailto specibc O O 0O  AlSectonInstructors
studentsin the GSelectindividualsand O 0O O  AlSection Designers
Group®area click theappropriatéox O O 0O All Teaching Assistants
for theappropriatestudents @ O [O  AlStudents

2. Click Save. The CreateMessageavindow 0O 0 0O All Auditors
1S dlsplayed Select Individuals and Groups

(1o [Jec [JBcc Name

NOTE: Thepeopleyou haveaddedare . .
displayedbelowthe To, CC or BCC text D O

Demo Student 186417584021

boxes Eachentry hasa personwith a O O O FCTelL3 Training
negativesignin aredbox icon. Usethis 0O 0 O FCTeL? Training
icon to removepeoplefrom thelist (not , S
iIIustrate(j. O O O FCTel9 Training
0 0 0 FCTel10 Training
) Soave Cancel

N3 RHE Create the Message

] https:fivistaserver ncsu edu - Create Message - Microsoft Internet Explorer =J O

Create Message Help

1. In the GBubjecOtextbox, type a short
descriptionaboutwhatthe email pertains Yo:
to. In this example we haveused All Section Instructors B ; AT Students

Browse for Recipients

Commenton FamousGreeksQuiz o

2. If you wantto sendthe messagashigh Bee:
priority, checkHigh priority. "subject: ] [comments on Famous Greeks Qu:

3. In theMessag®area type the contents Message: 2 O vigh prioety
of themessageln this example we used @ [conaons s nchudes vith 7o oo
Commentsareincludedwith your 3 '
quizzes
NOTE: In the(HTML CreatoOarea you PP BV rreem = ITS
canselectOnto useit. Attachmants: | A3d Attachments

Send Preview Cancel Save as Draft
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Adding Attachments

1. In the Attachment®area click Add
Attachments. The GetFilesdialogbox is

] https: fivistaserver ncsu edu - Create Message - Microsoft Internet Explorer
Create Message
Browse for Recipients

To:

is displayed

¢ Click theClick Here To Select Files
Individually link. Thescreen
updates

e Click thebrstBrowse button The
ChooseFile dialogbox is displayed

e Continuewith Step8.

displayed v tors ¥
‘Subject: Comments on Famous Greeks Quiz
Messaqge: %
/,,;,\\,. equation: New ¥ >
achmen! ﬁl\*“"')
Preview Cancel Save as Draft
£ sovascrotn siseFlebrowser(); D © et
Accessing Your Files —
1. Click theMy Computer icon. TheOpen | | T——
dialogbox is displayed ' ; :
T o
NOTE: If aredX is displayedn the epostor
placeof theMy Computericon (not (T
illustrated: Template
o Placeyour mousepointerin the spot i
wheretheMy Computericon should e
; 4
bedisplayed [z]_/
» Move the mousepointerslowly to =
theleft until it changesnto a
pointing Pngericon.
¢ Click themousebutton The Upload
FilesFrom Your Computemwindow ol
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Selecting the File

1. In theQ ook inOdrop-downlist, navigate
to thefolder wherethe bleyou wantto
attachis stored

2. Inthelist area selectthe bleyou wantto
attach

3. Click Open. A progresdox is displayed
andthenthe CreateMessagealialogbox is
displayed

Lookin: ) Journals - 2
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=
My Network

Places

Flo name: Journal Entry20,doc

Files of type:

Al Files

Send the Message

1. Thebleyou specibeds displayedn the
QAttachment®area

2. Click Send. Themessagés sentto
everyoneyou specibedn the OfoQ GCCO
andBCCOtextboxes

NOTE: Themessaggou sentis storedin
the G5entMailOfolder.

) Send | | Preview

O] https: [Ivistaserver ncsu edu - Create Message - Microsoft Internet Explorer

Create Message

Browse for Recipients

To:
ruct *, t =
CcC:
BCC:
‘Subject: Comments on Famous Greek
Messaqe: High t
HTML 2
nme ) -
M r I wv >
Attachments:  Add Attachments
urnal Entry20.doc & J
Cancel Save as Draft
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N3 BUH View the Message

or openmessagethatyou did notdelete
or moveto anotherfolder aredisplayed

2. Intheright frame click thelink for the
messageThemessag®pensin a new
window.

1. Click thelnbox folder. Any hewmessags
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Mall: Inbox
Create Felder J/
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NI BUEE Reply to the Message

Close this wandow

Helg

boxesareautomaticallyblledin.

From: Smth, Melar

1. Click Reply. Themessag®pensin a new ;;:saqe .
window.
C - g i 3 ) —pX }‘![ﬂy to Al Forward Print Delete
NOTE: The 0foOand(BubjecOtext R T

f N i wit )
N 131 B PAE Send the Reply
Create Message
1. In theMessag®textbox, typethetext e
In this example we haveusedThankyou o
for letting meknow. » ®
2. Click Send. Themessagés sentto ce:
everyondn theTo, CC andBCC text BcC:
boxes Subject:  pg , ‘
‘Message: Hig
T k ) for letting kr
]
:).tn(:hnmnls: Add Attachments
Send Praview Cancel Save os Draft
N3 B KRH Create a Folder e
1. In the Folder©area click Create > I
Folder. The CreateFolderwindowis
displayed )

N3 MBS Name the Folder

1. In the GFolderNameDtextbox, type a name In this
example we usedGreekTest

2. Click Create. In the GFolderarea thefolderis
displayedat the bottomof thelist.

Create Folder

Folder Name:
J Greek Test|

")(2rtl4___|lp. I Cancel
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N3 BEH Move a Message

1. If necessaryopenthefolder wherethe
messagés stored

2. To theleft of themessageselectthe
checkbox.

3. In theMove toOdrop-downlist, select
thefolder you wantto movethemessage
to.

4. Click Go. Themessagés movedto the
specibedolder.

g
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Your screens may look different depending upon your configuration.
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