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This tutorial will highlight the features of course mail for your D2L course.
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If your email has an attachment you will see the

L % attachment icon, a paperclip next to the sender’s name.
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After clicking on the
attachment you will then

choose to open or save it.
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To open the attachment, go to the bottom

of your email and click on the file.
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There are buttons to reply, reply all, forward,
move to trash, mark as read, view printable,

and change course offering association.
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To move your email to the trash
click the move to trash button.
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This doesn’t delete the email for good, to do this you
must go to your trash can and delete it from there.
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The mark as read button will indicate to

o Reply e Reply All Forward -|-_|?I Mo to Trarh Mark Raa )
i you that you have read the email.
You can also mark
the email as unread.
AMeszage Preview
- Raply All Forward T2 Aove to Trazh Mark Raad = Viaw Printabls "'."_' Changs Courre Offering Amrociscion
[ m =

You also have the ability to flag your email using
the drop down menu in the right hand corner

underneath the change course association button.

By flagging an email you can organize

and remember emails easier.

If you follow this tutorial you will be able to efficiently work your course mail in D2L.



