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Distance Learning Orientation 

Using Blackboard 

 

Blackboard Messages Tutorial 
 

The Messages feature allows you, your Instructor, and your fellow students to send and receive messages 

without using e-mail. Note: It's possible that your instructor may choose chose not to use the Messages feature. 

 

Step 1 
  

Click on the “Student Tools” link located in the navigation area.  

 
 

Step 2 
 

Scroll down the page and click on the Messages link. 
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Step 3 
 

 The Messages area displays. The Inbox folder contains messages that have been sent to you. The Sent folder 

contains messages that you have sent.  Select the Inbox link to view your messages. 

 
 

Step 4 
Your Inbox displays. To view the contents of a message, click on the subject of a message, as shown below. 
Then  
 

 
 

 

 Note: 

 To send a new message, click the Create Message button. 

 To delete a message, click the check box in front of the message and click the Delete button.  
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Step 5 
To reply to a message, click the Reply button and select Reply to Sender or Reply to All.  

 

 
 

Step 6 
 

The Reply to Message screen displays. The top portion of the screen provides you a way to change the recipient list 

(note that there are only two people in this sample class). The lower portion is your message area. Type your reply. 

Then, click the Submit button.  

 

 


