Introduction to Course Malil
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The purpose of this tutorial is to demonstrate the many features of email in the D2L system.
Using the course email can be a great way to reach all your students and can help organize your
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emails if you have multiple courses.

Getting to Course Email

Locker Schedule Help

The way to access email in D2L is by
using the quick links bar in the top left

“| hand corner of your D2L homepage.
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The Inbox Folder

e first button, message list,

will display all the messages
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Dradts see a list of folders on the left side of the
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screen. By clicking on each folder you are

able to quickly jump from folder to folder.

Subject

| —

You will see five buttons in the top menu labeled
message list, compose, refresh, folder
management, and settings. Each of these buttons

is available no matter what folder you are in.

The next button, compose, will open anew
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In this new message window you can access your address book

- Rl by the button in the top left hand comer of your window.

After clicking this
button your address
| book will open up.
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If you need to add a contact click on the add contact

button in the top left hand corner of your screen.
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Add Contact

General Info

You will have to
irat Nase I enter a first name,

* Last Name last name, and

* Email Addron email address.

Contact Info
Heme Phone
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State Province
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by using the search bar.
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Internal Email

You can select studentsby
filling the checkboxes.
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ou can list students in a

Filter By: | All Contacta v particular course or section by
e Eﬁ,;, ity using the filter feature.
#asch Fo
3 Saared
[0 ZI= C: Bec
First Nama &, Last Name, Role Type
O
f_! Inzernal Emal
Intemnal Email
=
[w] Imternal Email

& & E O O

1< |

Firzt Name &, Lazt Nan

personal.

i

After selecting your students, you can select “to”,
“bec”. Please use the “to” option if you are sending an
email directly to a student. Please use cc (carbon copy) if
you would like to send a copy of the message to another
.| student. Please use bcc (blind carbon copy) if you do not
want to show who the email is directly sent to such as

4 when creating a mass email but want it to appear more
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Once this is done, click add
recipients at the bottom right

of your message window.
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You can select the importance of your email in the

priority drop downbox above the message box.
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Once you have selected your
recipients, you are able to begin

writing in themessage box.

ou can also attach files to your email, by using

the area at the bottom of your screen.

Once this is done, click send

and your email will be sent!

Select the file you want
to attach and double
click on it to attach the

file to the email.
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e folder managementbutton
s Compoze " ._, Refrezh i Folder Management allows you to Organize your
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The refresh button is used " |

to refresh your message list.
You can use this feature to

manually check for new Ssarch Option

emails.

Subject

After clicking this link you will be taken to
your folder list. You have the ability to
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rearrange and edit folders in this section.
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One can rearrange their

(2] St B folders by selecting them and
[ Dns then clicking the up and
down arrows to move the

selected folders up or down.
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In the edit folder window one
e T is able to name their folder

and choose the folder type.
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You can also create new folders by

Mekinge Lidk % Foldar hansps=iani man Toldes

clicking on the new folder button.
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Lisncons Lt To get back to your message list, click on the
o II
e button labeled message list on your screen.
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Next to the folder

managementbutton is
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the settings button.
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button labeled message list on your screen.

To get back to your message list, click on the
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When you click on this link you will be taken
to the email settings section in which you can
change your signature. Your signature will
appear in every email you send some people
have quotes or their name and title. You will
¥ see an email, display, and forwarding options.
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One last component in your inbox is
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the filter and folder drop down menu.
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With the filter menu,
you are able to sort

your messages by class.




The folder menu

allows you to jump

from folder to folder.

Sent Email Folder

The next folder is the sent mail folder. In the sent mail folder you will notice that you have the
same five buttons as mentioned above. The only difference is that your message list will display

the messages you have sent rather than received.
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The drafts folder is beneath the sent mail
folder. In the drafts folder your message list
will display the messages you haven't yet
sent but have saved in your drafts folder.




Trash Folder
“ The extra button is the delete all
- (s | [ Megelin %, Compoe £ Rtk fig Beestt ( button. This will delete all your

emails in your trash bin.

1 In the trash folder you
will notice that you have
an extrabutton on your

button list.
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O oy Also in each folder you can select emails

and choose to move them all to the trash.
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If you follow this tutorial you should be able to set up your D2L course email.



