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Email Interface

Mail allows you to communicate privately with other users who are enrolled in the same courses
in which you are enrolled. Mail includes features common to most standard e-mail programs such
as:

e send, receive, and forward messages, in plain text or HTML.
¢ attach files..
e carbon copy or blind carbon copy message recipients.

e print, search, compile, and organize messages into folders.

Accessing Mail
You can access all mail for all your courses from My Blackboard. Accessing Mail within a course
will display Mail only for that particular course.

To access Mail from My Blackboard:

1. From the Toolbar, click the Mail icon. The global view of mail appears, listing all the
courses in which you are enrolled.

Mail
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2. Click the hyperlinked name of the course. The main Mail screen appears, displaying Malil
for the selected course.
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The Mail Interface

Your location: Mail » Designing and Teaching Essen
Folders:

Create Folder Inbox
€3 Inbox 2 (2) Create Message [l auto-refresh
£3 sent Mail 0 (2)
£ Drafts o @ Mark all as: Show: | fggall |[BEdUnread
: [] Subject !y Author Date <
£ peleted Mail 0 (D)
[] = Social Gathering = Dermo Student 802956002 March 18, 2005 1:32 PM
[] = Info on course 0y Tam Leighton March 18, 2005 1:35 PM
design %

& | B Create Printable View| |Q Delete|

Move to: |- Select - V 2] Copy to: | - Select - v [>]

On the Mail screen:

e Folders are listed in the left frame. The number in parentheses is the total number of
messages in the folder; the number outside the parentheses is the number unread. The
open folder’'s messages are displayed in the right frame.

e Messages are listed in the right frame. Unread mail is indicated by the closed mail icon
to the left of the message title.

To read a message, click its hyperlinked subject title.
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