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Blackboard Messages Tutorial

Distance Learning Orientation
Using Blackboard

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.
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Step 2

Scroll down the page and click on the Messages link.

Create and send private and secure Messages to
Course members
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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.

@ Messages

Messages are private and secure text-based communication that occurs within a Course and among Course members.
Although similar to email, users must be logged into the Course to read and send Messages. More Help

Create Message

Falder Unread Total
5 | = Inbox 1 1
| Sent 0 ]
Displaying 110 2 of 2 items Show All | Edit Paging...
Step 4

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

Folder:Inbox

Messages are private and secure texi-based communication that occurs within a Course and among Course members
Although similar tc email, users must be logged into the Course to read and send Messages. More Help

Create Message

Mark | Delete |
< : 2l i 2
[l @ Status Sender Subject Date
[ T Morris elcome From Your Instructor - Monday, February 28, 2011 3:25 PM
Mark | Delete |
Displaying 1to 1 of 1 items Show All | Edit Paging... |
Note:

e Tosend a new message, click the Create Message button.
e 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.

@ View Message

Messages are private and secure text-based communication that occurs within a Course and among Course
members. Although similar to email, users must be logged into the Course to read and send Messages. More Help

Reply ¥ j Forward Print
» Reply to Sender

» Reply All
Cc
Sent Monday, February 28, 2011 3:25 PM
Subject Welcome From Your Instructor

el

Hi Susan!
Welcome to our course. Please feel free to contact me at any time with your questions.

Looking forward to a successful semester!

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.

@ Reply to Message

Messages are private and secure text-based communication that occurs within a Course and among Course members. Although similar to email, users must be
logged into the Course to read and send Messages. More Help

< Indicates a required field.

Cancel
1. Recipients
Select Recipients: To line Recipients
Susan Student - T Morris {Instructor) -
>
£
Invert Selection Select All Invert Selection Select All
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2. Compose Message

¢ Subject [Re:Welcome From Your Instructor |
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Thanks for the warm welcome! .
Susan H
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