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Introduction

The Mail tool is essential for private communication within the course. The student is
able to read and send messages to fellow students and the instructors in their

courses using the Mail tool.

The WebCT Mail tool is similar to email. The outgoing messages are stored in an
outbox folder and the incoming messages are stored in the inbox folder. Other
folders can be created for the student to organise the messages in the Mail tool.

The WebCT Mail tool is restricted to the course and only course participants can use
it. The only link it has to external email is that if the administrator and designer have
enabled mail forwarding, the user may forward messages in the Mail tool to their

external email address.

Folders in the Mail Tool

Folders are used in the Mail tool to organise the mail messages. You may add folders,

rename folders and delete folders in the Mail tool.

Adding a Folder

1. Click on the Mail link in the Course Tools menu. The Mail screen displays as

seen in figure 5-1.

Rafraésh now | T Auto-refrash

Show; | gal | ayirrend

Date v

Derobar 4, I005 5:28 AM

Copy to: |- Select =1 ¥

By Course Content | & of Folders:
£ Anncuncements =]
@ [P —— Croate Folder T
_.gl Aaigrmn 51 40 Eraale Message
& Calandur O sentmaio (1)
) Chat £ Drafts 0 (5) Mark 88 gs: | Read || Unngad
LSRN & Author
ke O petated Mad 0 (0] LI e
[ ESbrrina Rhies O Ceoerai 0 (0) % r @ EWRetiomepage  Fdtel Corp
oy Mal il fsshgnment ©
B Media Library ¥ [ B Creats Printable Ve | | 3 Deleta
%KDRM Move o ,‘-Eh:lecl:- 'i »
Search
(=) Local Content

Figure 5-1

In the left hand frame of the Mail screen are the mail folders and in the right
hand frame is the currently selected folder. In figure 5-1 you will see the Inbox is
selected and the messages contained in the Inbox is display in the right hand

frame.

2. Click on the Create Folder button. The Create Folder window opens as
seen in figure 5-2.

Y http:) fcebevalwebot.com - Creats
Create Folder
Folder Name:
I
Cancel
Figure 5-2
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3.

Type in the folder name in the Folder Name text box.

4. Click on the Create button. The Mail screen refreshes and the new folder is

added in the left hand frame. See figure 5-3.
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& 1(1) | Create Message
Ima- L
£ sant Mail o (1) : - .
= fts 0 (5) Mark all as: | Read || Unread
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£ General 0 (0) % [ E FW:Re:Homepage Assignment % Eiffel Corp
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Figure 5-3

In Figure 5-3 the new folder that was added is called Technical Queries.

Renaming a Folder

1. Click on the Mail link in the left hand Course Tools menu. The Mail Tool
screen displays.

2. Click on the action link to the right of the folder name you want to rename. A
drop-down menu appears as seen in figure 5-4.

Create Folder
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2 prafts 0 (5)

=1 tnbox

| Create Message |
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Figure 5-4

3. Select the Rename option from the drop-down menu. The Rename Folder

window opens as seen in figure 5-5 on the following page.
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Figure 5-5

4. Type in the new folder name in the Folder Name text box.

5. Click on the Rename button. The Mail screen refreshes and the folder name
is updated.

Deleting a Folder

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the action link to the right of the folder name. A drop-down menu
appears.

3. Select the Delete option from the drop-down menu. A warning window

Microsoft Internet Explorer ' T x|

? ,:‘ Are you sure you want to delete this folder? Any messages will be moved to the "Deleted Mail" folder.,

appears as seen in figure 5-6. The warning message states: Are you sure
you want to delete this folder? Any messages will be moved to the
“Deleted Mail” folder.

K. I Cancel |

Figure 5-6

4.

Click on the OK button. The screen refreshes and the folder is deleted.

Messages in the Mail Tool

You may read and respond to messages in the Mail tool.

Reading Mail Messages

1.

Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

Click on the Inbox folder. The messages in the Inbox folder load in the right
hand frame of the screen. The Mail tool default is to open the Inbox folder. If

the Inbox displays automatically ignore this step.
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3. Click on the subject of the message that you would like to read from the

Inbox folder frame. See figure 5-7. The Message window opens as seen in

figure 5-8.
[—
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& Drafts 0 (s) Mark all as: | Read

rafts
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Figure 5-7
q httpe {cebevalwebct.com - View Message - Microsoft Internet Explorer
Close this window pravioys | next
Message Help
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To: Group A
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1 have not found the new info, please can you help?
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| 15 Wi previous | next
Figure 5-8

D

The Message window displays the message and once you have read it you have
a few different options. You may reply to the message, print the message, delete

the message, forward the message or close the message.

4. Click on the Close this window link to close the Message window.
Responding to a Message: Reply/Reply to All /Forward

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the folder name in the left hand frame to access the messages in
that folder. The messages in the folder open in the right hand frame.

3. Click on the subject of the message you would like to access. The Message

window opens. See figure 5-9 on the following page.
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Figure 5-9

In the Message window, you have the option of replying to the message or
replying to all.

e If you select Reply, you will be replying to the person that sent you this mail
message.

e If you select Reply to All you will be replying to everybody that was carbon
copied or blind carbon copied in this message as well as the original sender
of the message.

e If you select Forward you will be forwarding the information in the
message.
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Create Message
| Browse for Recipients... |
"To: I
Corp, Eiffel <eiffel_01> 9% : Group &
cC: I
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-

<br>»
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cb=Subjact</b>: FW:Re:Homepage Assignment<br:
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cb>Tog/b>: Group A<br>

<b>CC</b>: Group Bebr>

<br>

<br=

Please note that there = new mformation available about this <br> —
<br=&lt; brégt; assignment in section one of the learning <br>

module. <br><br>l have not found the new info, please can you help? :J

F Use HTML | Insert equation: |[New =| »
Attachments: | Add Attachments |

_Preview | | cancel | | | save as praft |

* Required field

Figure 5-10

Note: You may browse for other recipients you want to send this message to if
required. To do this refer to the Create Message section on page 5-8 to 5-9.

7. Edit the subject of your message in the Subject text box if required.

8. Type in your message in the Message text box. The original message is
brought into the message text box. You may choose to either delete it or
type beneath the existing message.

9. Click on the Send button. The Mail screen refreshes and a success message
is displayed at the top of the screen as seen in figure 5-11 on the following

page.
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Figure 5-11

Creating a Mail Message

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen

displays.

2. Click on the Create Message button. The Create Message window
displays as seen in figure 5-10 on the previous page.

3. Click on the Browse for Recipients button. The Select Message
Recipients window displays as seen in figure 5-12 on the following page.

In the Select Message Recipients window you select whether you want to
send this message to a particular role, an individual or a group.

e To: the message will be sent to that particular role, individual or a group.

e CC: the message will be carbon copied to that role, group or individual.

e BCC: the message will be blind carbon copied to that role, group or

individual.
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Figure 5-12

4. Select the recipient of the message by clicking on the To, CC or BCC check
boxes to the left of that role, group or individual.

5. Click on the Save button. The Create Message window refreshes adding
the relevant recipients to the To, CC or BCC text boxes respectively. In
figure 5-13 on the following page, this message will be sent to Selwyn
Harrald.

6. Type the subject of the message in the Subject text box.

7. Type in the message in the Message text box.
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Figure 5-13

Note: You may use the HTML Creator to type in your message. To use the HTML
Creator refer to Chapter 8: HTML Creator.

8. Click on the Add Attachments button to add an attachment to the
message. The Get Files window opens as seen in figure 5-14.

: :] _r:f_;::_,-'_,;'_:Hu:i-ah--:h-.'r..::r:ul'- - Content Browser - Microsoft Intermet E .-EI:I =]
Get Files
rE] Your lbcation: My Files
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r 1ile v Type =
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| =
| | 0% | | cancel |
IIE.ETH_W_H_.,H&_.M_..M e i,ﬂ _I_._lu |~. [._-W.,...m.,—:é

Figure 5-14

9. Click on My Computer icon to access files from your computer. The Open
window displays showing the files on your computer. See figure 5-15 on the
following page.

MAIL
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Figure 5-15

10. Navigate to the location on your computer where the file you require is
stored.

11. Click on the file that you would like to add to the message. The file name is
highlighted. See figure 5-15.

12. Click on the Open button. The My Computer Applet computer screen
appears in the top left hand corner of the screen displaying the progress of
the file upload as seen in figure 5-16.

i My Computer Applet ;I.Elﬁl

A
Timekable 2005, Ext

Wl Files Status

Cancel Close

Figure 5-16

The Create Message window refreshes showing the attachment added to the
message.
Note: If you have added an incorrect attachment, click on the icon to the right of

the attachment (the paper and red arrow E'a') and the attachment will be deleted.
You may then click on the add attachment button again to find the correct
attachment.

13. Click on the Preview button to view your message. See figure 5-17 on the
following page.
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To: Group A
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Figure 5-17

14. Click on the Send button. The Mail screen refreshes with a success message
displaying at the top of the screen. See figure 5-18.

vour location: Makl » 01
o+ Folders:
| Create Folder 'd = Your message was sent successiully.
bl il .
€3 mbox 1 (3)
£ sent Mail 0 (5) | Create Message |
£ prafts 0 (7

D peleted Mad 0 (0)
B Genersl 0 {0) %

Mark all as: | Read || Unread

' Subject 1 @) Author

[ & RE: FW:Re:Homepage Assignment = Eiffel Corp
r & wisit dus = Eiffel Corp
M & FW:Re: ! nk & Eiffal Corp

b | B Create Printable ‘u'iew: | %! Delate |

Move to: |- Select - v| ¥ | Copyto: |- Select- =] ¥/

Figure 5-18

Note: If you require to spell-check your message you will need to access the
HTML Creator. Refer to the HTML Creator on page 8-27 to see how to use the
spelling check facility.

Creating a Mail Message and Saving it as a Draft

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen

displays.

2. Click on the Create Message button. The Create Message window opens.

3. Click on the Browse for Recipients button. The Select Message
Recipients window displays as seen in figure 5-12 on page 5-9.

4. Select the role, individual or group by clicking on the To, CC or BCC check
box to the left of that role, group or individual.
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5. Click on the Save button. The Create Message screen refreshes with the
relevant roles added to the To, CC and BCC check boxes.

6. Type in the subject message into the Subject text box.

7. Type in your message in the Message text box.

8. Click on the Save as Draft button to save this message as a draft and
access it later. The Mail screen refreshes and the message is saved as a

draft for you to access at a later stage, edit and send.

Note: This message will be saved in the drafts folder in the Mail tool.

Accessing a Draft Message and Sending it

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the Drafts folder. The Drafts messages display in the right hand
frame as seen in figure 5-19.

TYour location: Mail » 01
0+ Folders:

= =
_ Create Folder | sl

| Create Message |

£ Inbox 1 (3)

£ sent Mail 0 (5)

& Mark all as: | Read | | Unread
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SRNIELY (10}  Subject 19 10

&3 palated Mail 0 (03
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£ General 0 (0) %
[T &) RE: FW:Re:Homepage Assignment % Corp, Eiffel
[ & BE: FW:Re:Homepage Assignment & Corp, Eiffel
[ &2 Extra Seminar &

Figure 5-19

3. Click on the message you would like to access from the drafts folder. The
message opens in the Create Message window as seen in figure 5-20 on
the following page.
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Figure 5-20

4. Edit the message by either changing the recipients, the subject, adding to

the message or adding attachments.

5. Click on the Send button. The Mail screen refreshes and the Inbox folder
displays with a message at the top of the screen stating that the message

was sent successfully. See figure 5-21.

Create Folder | - % Your message was sent w:cesshiv,
Inbox

€3 Inbox 1 (3)

) sent Mailo (&)  Create Message |

O prafts 0 (9) :

B pelated Mail 0 (0) Mark all as: __Rna_d_l| Unread |

0 General 0 (0) % - Subject 1 & Author
[ © RE: FW:Re:Homepage Assignment % Eiffel Corp
& visit due & Eiffel Corp
C @ ENiReHomenscs Alskinment i Eiffel Corp
& R Create Printable View| | %I Delete |

Move to: [- Select - =] [®] | Copy to: [- Select - =] [3]
Figure 5-21
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Message Options

Message options include deleting messages, printing messages, moving or
copying messages from one folder to another, marking messages as read or

unread, setting the number of threads per page and the all messages or unread
messages view.

Deleting a Message

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the folder name that you would like to access. The Mail screen
refreshes and the messages in the folder display in the right frame.

3. Select the check box to the left of the message that you would like to delete.
In figure 5-22 the first message is selected.

¥ (2 <no subject> ¥
[~ 4 FW:Re:Homepage Assignment %
[~ &4 FW:Re:Homepage Assignment %
[T &4 FW:Technical issues %
[~ 4 FW:Technical issues %
A | B, Create Printable ‘u’iew| | ¥ Delete|
Mowve to: |— Select - LI |_3£| Copy to: |— Select - _‘J [&]

Figure 5-22

4. Click on the Delete button. The Mail screen refreshes and displays the inbox
folder after deleting the message.

Printing a Message

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the folder name that you would like to access. The Mail screen
refreshes and the messages in the folder display in the right frame.

3. Click on the message that you would like to print. The Message window
opens displaying the message. See figure 5-23 on the following page.

5-15
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Close this window previous | next
Message Help
From: Eiffel Corp Sent: October 4, 2005 5:28 AM
Tao: Group A
CC: Group B

Subject: FW:Re:Homepage Assignment

Please note that there is new information available about this
<br>assignment in section one of the learming module.

I have not found the new info, please can you help?

. Reply | [ It'ephr to All | Forward | | Print_' DeT-eta_f
Cloge this window previgus | next
Figure 5-23

4. Click on the Print button. The Print window opens. Follow the usual
prompts to print from your computer. The message is printed.

Moving a Message to a Different Folder

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the folder name that you would like to access. The Mail screen
refreshes and the messages in the folder display in the right frame.

3. Select the message you would like to move by clicking on the check box to

the left of the message subject. In Figure 5-24 the second message titled
“visit due” is selected.

4. Select the Move to drop-down menu as seen in figure 5-24.

Inbox

Creai-:.i; Heﬁsag .....

Mark all as: | Read | Llnreaci |

- Subject ! @ Author

[T E RE: FW:Re:Homepage Assignment = Eiffel Corp
.F a Misit due % Eiffel Corp
.I' 2 Extra Seminar % Eiffel Corp
I (4 FW:Re:Homepage Assignment % Eiffel Corp

&% | Create Printable View | | % Delete |

Move to: |General 'rl ;; Copy to: I— Select - TI $|

- Select -
Deleted Mail

4

Figure 5-24
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5. Select the folder that you would like to move the message to from the Move
to drop-down menu.

6. Click on the green arrow button to the right of the Move to drop-down

menu. The screen refreshes after moving the selected message and the
inbox folder displays.

Copying a Message to a Different Folder

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the folder name that you would like to access. The Mail screen
refreshes and the messages in the folder display in the right frame.

3. Select the check box to the left of the message that you would like to copy. A
tick appears in the check box.

4. Click on the Copy to drop-down menu. See figure 5-25.

General

| Create Message

Mark all as: [ Read Unraad

~ Subject 1 &) Author
P &4 Visit due % Eiffel Corp
&% | B Create Printable View | | & Delete

Move to: |- Select - "| 2| | Copy to: | Select - '| ?

- Select -

Inbox
Deleted Mail

Figure 5-25

5. Select the folder (you would like to copy the message to) from the Copy to
drop-down menu.

6. Click on the green arrow button to the right of the Copy to drop-down
menu. The Mail screen refreshes and the inbox folder displays after the
copying the message.

Setting the Number of Messages per Page

You may edit the amount of threads that display on a page in Mail.

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays as seen in figure 5-26 on the following page.

5-17



MAIL

rd

; o0 Mail » 0
i Folders:
Create Folder | tnbox
é l;nh-;ml.il) Create Message | Refresh now | T Auto-refresh
g ﬁjﬁﬁ' bdark ol 53: | Read || Unread Shioww : t\'.'a.l..lrrcad
O Delated Mai 0 (2) r Subject | & Auther Deabe
B Gansral 0 (1) % r = mum%uqmﬁmg Eaffal Corp October 5, 2005 6:12 AM
y Vil dus & Eaffel Corp October 5, 2005 5:55 AM
. I inar Eiffal Corp October 5, 2005 7:01 &AM
I & EW:BeiHomepags Exffel Carp Détober 4, 2005 5:28 AM
Agsignment
B | B Create Printable View | | & Daelata
Maove tod [m > Copy to: |- Selact - *] |3
<

Figure 5-26

2. Click on the page size icon in the right hand bottom corner. . The Edit
Paging screen displays as seen in figure 5-27.

-} http:/ /ce6evalwebct.com - Configure Paging ¢ -0 x|

Edit Paging
Mumber of records per page: IlD

| oK | | Cancel

Figure 5-27

3. Type in the number of messages you would like to display per page in the
Number of records per page text box.

4. Click on the OK button. The screen refreshes changing the setting.
If there are more messages in the folder than can be displayed on one page,
WeDbCT will create a navigation option in the bottom right hand corner of the

folder screen. This enables you to navigate to the other pages which contain
messages in the folder. See figure 5-28.

Page:ll{l—z} 'Ii s [

Figure 5-28

This menu enables you to navigate to the next page 2 containing messages in
the folder or you can use a drop-down menu seen in figure 5-28 to go to a
specific page.
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Creating a Printable View

MAIL

You can create a printable view of messages in Mail and then either save the
messages as a file on your computer or print the messages.
1.

Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the folder name that you would like to access. The Mail screen
refreshes and the messages in the folder display in the right frame.

appears in the check box.

3. Select the messages that you would like to create a printable view of by
clicking on the check box to the left of the subject of the message. A tick

4. Click on the Create Printable View button as seen in figure 5-29.
Inbox

| Create Message |

Mark all as: | Read || Unread |
.p Subject

W~

E RE: FW:Re:Homepage Assignment
W (9 Visit due

st

| IF Author

<

Eiffel Corp
Eiffel Corp
s I E. Create Printable ‘u’iew! | % Delete!
Move to: |— Select - j E Copy to: I— Select - j @
Figure 5-29
5. Click on the Create Printable View button. The Compiled Messages

screen displays as seen in figure 5-30 on the following page.



MAIL

2 http:/ [cetevalwebot.oom - Create Printable View - Microsoft Internet Explorer =10

lp My

Compiled Messages Help

" Print | | cancel Save as File |

From: Eiffel Corp Sent: October 5, 2005 6:12 AM
To: Corp, Eiffel <eiffel_01>; Group A

CC: Group B

Subject: RE: FW:Re:Homepage Assignment

| From: Eiffel Corp

| Subject: FW:Re:Homepage Assignment
| Date Sent: October 4, 2005

| To: Group A

| €C: Group B

|

F " .
| Please note that there is new information available about this
|

<br>assignment in section one of the learning
| module.

I have not found the new info, please can you help?
Please attend the induction session next week and I will show you how to access the matenal

From: Eiffel Corp Sent: October 5, 2005 5:56 AM
To: Corp, Eiffel <eiffel_01>; Corp, Eiffel <eiffel_03>

CC:

Subject: Visit dus

Please ses ma next waaek

Figure 5-30

Note: You may print this compiled message screen by accessing the Print button
and following the usual prompts to print documents from your computer.

6. Click as Save as File button. The Save window appears.

7. Navigate to the location on your computer where you would like to save the
file.

8. Click on Save button. The file is saved on your computer. You may access
these messages and read them while you are offline.

Refresh Now or Auto Refresh

In Mail you have the option of refreshing the Mail tool automatically. Alternatively
you may choose to click on the refresh now button whenever you want the Mail
tool to refresh.

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays as seen in figure 5-31 on the following page.
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£ Course Tools o, st Mall > 0L
£ Coorse Content ¥ ol Foldera:
5 Announcemants | Ll Inbox
5 Aavassments i Croate Folder
a ASEnments ! &y nl 101 Croale Massage | ll-trre'.?hm_:w I Auts-rafresh
@ Caendar | 0 sentMal o 1) e TR
Q chat | D pafts o () all as: . . HIEET =TT
ut
_Dm:mm ! B st 0 (0 r Subject I & Author Dot
Learming Modulas | B Cagsealn (0) % = PMEeHemepage Eiffel Corp Octobar 4, 2005 5128 AM
Fl
i Media Ubrary | &2 B Creats printable view | | i) Delats |
%SCM i‘ wovs to: [ Selmct - =] (3] | Copyte: [~ Select- =] (3
Saarch
(=) Local Content | ¥

Figure 5-31

2. Click on the Refresh now button to manually refresh Mail. The window
refreshes and if any new messages have been sent to you, they will display

in the inbox.

3. Select the check box to the left of the Auto-refresh to automatically refresh
the Mail. The window refreshes and auto-refresh will refresh your screen

every minute automatically.

Mark All as Read or Unread

When accessing a folder you may select to view all messages or unread

messages only.

1. Click on the Mail link in the left hand Course Tools menu. The Mail tool

screen displays.

2. Click on the Unread button. The Mail screen refreshes. Notice that only the

new or unread messages display as seen in figure 5-32.

Inbox

| Create Message

Mark all as: | Read || Unread

 Subject v | &) Author

[ E Extra Seminar % Eiffel Corp
[T = RE: FW:Re:Homepage Eiffel Corp
r & Visitdue = Eiffel Corp

& [B Create Printable View | [ Delete|

Move to: [- select - =] (9] | Copy to: [- Select - =] [3]

Refresh now [T Auto-refrash

Show: Al

Date
October 5, 2005 7:01 AM

October 5, 2005 6:12 AM

October 5, 2005 5:56 AM

Figure 5-32

3. Click on the All button to refresh the screen and show all messages (both

read and unread). See figure 5-33 on the following page.
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Inbox

| Create Message |

Mark all as:

[~ Subject & 1 5 Author Date

[T E Extra Seminar Z Eiffel Corp October 5, 2005 7:01 AM

[l 62 FW:Re:Homepage Eiffel Corp October 4, 2005 5:28 AM
Assignment %

[T E RE: FW:Re:Homepage Eiffel Corp October 5, 2005 6:12 AM

Assignment
[T E Visit due

<

<

Eiffel Corp October 5, 2005 5:56 AM

[ | B Create Printable View| | % Delete|

Move to: I- Select - vl @ Copy to: I- Select - vl @

[T Auto-refresh

Show: B4 Unread

Figure 5-33

Note: It may be useful to access all your unread messages and create a printable
view the messages. If you save the file onto your computer, you can read all
your new messages while you are offline.

Marking All Messages as Read

A message is marked as read in Mail once you have accessed it and opened the
message and read it. A read message in Mail will display as seen in figure 5-34
with an open envelope icon.

-1 FW:Re:Homepage

Assignment 2
Figure 5-34

You may mark all your messages in a particular folder as read.

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the Mark all as: Read button just above the messages as seen in
figure 5-33. The screen refreshes and all the messages are marked as read.

Mark All Messages as Unread

Messages that are unread display in Mail as seen in figure 5-35.

E Extra Seminar =

Figure 5-35

Note that the message is in bold and it has a closed envelope icon to the left of
it. You may mark all your messages as unread in a particular folder.

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

5-22
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2. Click on the Mark all as: Unread button. The screen refreshes and all the
messages are marked as unread.

Forwarding messages to an external email address

You may forward the mail messages to an external email account if the
administrator has allowed the option. The messages you receive in Mail will
appear in your inbox folder in Mail as well as in your external email account. You
will still have to access the Mail tool to reply to the messages and will not be able
to reply to them from your external email account.

1. Click on the Mail link in the left hand Course Tools menu. The Mail screen
displays.

2. Click on the folder name that you would like to access. The Mail screen
refreshes and the messages in the folder display in the right frame.

3. Click on the subject of the message that you want to access. The Message
window opens.

4. Click on the mail forwarding icon. The Mail Forwarding window appears.

5. Type in the email address that you want to forward your mail to in the
External email address text box.

6. Click on the Save button. The Message screen displays.

For more information on the Mail Forwarding option refer to the WebCT built-in
help.

Global Mail: My WebCT

You may access a global view of all Mail tools in all courses you are registered in
from the My WebCT area. This enables you to move between the Mail tools in the
different courses from one central area or screen.

1. From the My WebCT screen click on the mail icon towards the top right
hand corner of the screen as seen in figure 5-36. The Mail screen displays as
seen in figure 5-37 on the following page.

[y e —— ot | G | L | & 0

Figure 5-36



MAIL

rd

Welcome, Guy Mitchell. Today is November 25, 2005. Channels | Color | Lavout | &3 [@

MName Messages Unread ;I
B _astronomy - 54 [{1)} o
D _a Learning (5) 0

Figure 5-37

In the Mail account screen each folder represents the Mail tool in a particular
course or section. The two Mail folders are called Astronomy-SA and e Learning.
These represent the Mail tools in those particular courses or sections.

2. Click on the section folder to access the mail in that particular course or
section. That section or course Mail loads as seen in figure 5-38.

Welcome, Guy Mitchell. Today is November 25, 2005. Channels | Color | Lavouk =
{# Folders: Go to: |- Other Accounts - =l »
- Other Accounts -
- -
[ Create Folder | =l 1nbox Al
£3 mi 0 (5) Create Message Refresh now | [T Auto-refresh
B sent mail 0 (1)
Mark all as: | Read || Unraad Show: | teaal |Eaunread
D prafts 0 {3) | J 1 ‘ |
Subject 1 & Author Date
£ paleted Mmail 0 (1) r o
£ Admini 00 (o) % T & RE: Gwenda van der October 5, 2005 6:
Adminsratian. EW:Re:Homepage Merwe
Assignmant %
Figure 5-38

In figure 5-38 you will notice that there is a drop down-menu displaying. This
enables you to access other section or course Mail tools.

3. Click on the section or course name that you would like access from the
drop-down menu.

4. Click on the green arrow to the right of the Go to drop-down menu. The
screen refreshes and the selected Mail account displays.

You may access your mail, respond to messages and create new messages as
you can in the Mail tool within the course or section.

5. Click on the My WeDbCT tab to return to the My WebCT area.

Searching in the Mail Tool

You may use the Search tool to find messages in the Mail tool if the designer has
added the Search tool to the course.

1. Click on the Search link on the left hand Course Tools menu. The
Advanced Search screen displays as seen in figure 5-39.
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|

By Course Content

Lo

Your location: Advanced Search
*Search for:

Search area:
T Tide [T author [T Subject [ Full text
If none of the above areas are selected, all areas will be searched.

[@ Calendar e
Saearch tool:
'g'z::rsﬁiuns |all searchable tools =]
@ Loaming Modies | | Pt
Q-ﬁml— & any date
@;‘Bﬂ:amrw . f T Specify date range
a e il < geginning: [M |october =] [s =], [2005 =]
D Search Ending: [ |october =| |5 =] . [2005 7]
{¥) Local Content Sort results by:
o b [Refevanca 3]
&) Web Links o
[E] who's Online [Search |
{H} = Hiddan fram Studanta - R_Equ“d fields
Figure 5-39

2. Type the word (that you are searching for) in the Search for text box.

3. Select which area you would like to search from the Title, Author, Subject
or Full text check boxes available. Click on the corresponding left hand
check box to select an option.

Note: If you require all of these areas in the search, then do not select any of the
check boxes and all areas will be searched.

4. Click on the Search tool drop-down menu. The drop-down menu appears as
seen in figure 5-40.

*Search for:

Your location: Advanced Search

|seminar

Search area:

Search tool:

[T Title I author [T Subject [T Full text
If none of the above areas are selected, all areas will be searched.

All searchable tools

=

Dat All searchable tools
Assignment
Discussion
File

[Mail Message
Media Library Entry
SCORM Module

Assessment Questions

=

=l|s =l.[zo005 7]
r =l|s =l.|z2005=]

Sort results by:

IReIevance 'l

* Required fields

Figure 5-40

5. Select the Mail Message option from the drop-down menu.
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6. Select the radio button to the left of Any date if you would like to search
within any date range.
Or

7. Select the Specified date radio button if you would like to specify a date
range.

8. Select the month, day and year from the Beginning date drop-down menus.
This specifies the beginning date of the range you are searching in.

9. Select the month, day and year from the Ending date drop-down menus.
This specifies the date range you want to end your search in.

10. Select the Sort results by drop-down menu. The items available in the Sort
results by drop-down menu are explained in the table below.

Item Description

Relevance To sort results beginning with records containing the most
occurrences of your search terms

Title To sort results alphabetically by record title

Author To sort results alphabetically by authors name

Tool To sort results alphabetically by the tool

Date To sort results by beginning with the most recent records

11. Select a choice from the Sort by drop-down menu.

12. Click on the Search button. The screen refreshes and the results of the
search displays as seen in figure 5-41.

Your location: Advanced Search

Your search for seminar in 01 returned 2 result(s). Advanced Search

Its by: ll—_, N Note: These advanced search options can
Sort results by: [Relevance be used to expand or narrow your search

Title Relevance risults.
1 Extra Seminar, (Mail Message) 34 . 2 sears:h.
Date Wed Oct 05 06:58:01 EDT 2005 Search within these results
Subject Extra Seminar
Author Eiffel Corp *Search for
Description There is a free seminar that is happening in the |seminar

hall on Wednesday. I really think it will be valuable to attend
this and encourage you all to do this. Watch the Seaerhiare
announcement tool for the details ...
[T Title " Author
2 Extra Seminar, (Mail Message) 34 ™ Subject I~ Full text
Date Wed Oct 05 07:01:24 EDT 2005

Subject Extra Seminar

Author Eiffel Corp Search tool
Description There is a free seminar that is happening in the |Ma|l Message j
hall on Wednesday. I really think it will be valuable to attend
this and encourage you all to do this. Watch the Date
announcement tool for the details ... & Any date
™ " Specify date range
Beginning
|october | |5 x|, [2005 %]
Ending

|october | |5 x|, [2005 7]

Search Results

Sort results by: IReIevance 'l

*Required field

Figure 5-41

To view the message in Mail you may click on the title of the message. The
screen refreshes showing you the message as seen in figure 5-41.

5-26
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< | Your location: Advanced Search » View Message

Message Help
From: Eiffel Corp Sent: October &, 2005 7:01 AM
To: Group A; Group B

CC:

BCC:

Subject: Extra Seminar

There is a free seminar that is happening in the hall on Wednesday. I really think it will be valuable to attend this and encourage
you all to do this. Watch the announcement tool for the details which will be added tomorrow.

| Reply | | Reply to All | | Forward | | Print | | Delete

Figure 5-42

Note: You may return to the advance search screen by clicking on the Advanced
Search link from the breadcrumbs at the top of this screen as seen in figure 5-
42. You may also refine your search by searching within the results of your
previous search.




