Using E-mail in WebCT

Writing E-mail

1. From Communication Tools, select Mail.

2. Click on Compose Mail Message on the mail toolbar towards the top of your screen.
3. A new window will open on your screen.

4. There are two ways to choose recipients:

a. In the Send To box, type in the UAnet ID of a specific recipient.

b. Alternatively, maximize the screen and click on the Browse button to see a list of individuals who have access to the course. A new window will open with a list of available recipients.
· To send your message to one recipient, click on that person.

· To send your message to all who have access to the course, click on the first name, hold down the Shift key and then click on the last name. 

· To send your message to several recipients, click on the first one you want, hold down the Ctrl key, and then click on each additional recipient.

· You may need to push the bottom scroll bar to the right to access the vertical scroll bar so you can scroll down to all recipients.

5. Click in the Subject box and identify your subject.
6. Tab to or click in the Message box and type in your message. You can also write it outside of WebCT and then copy and paste it into WebCT mail.

7. If you want to attach a document, click on the Browse button on the bottom of the screen.

a. This will open up the Choose File window. Navigate to the location on your computer where the file resides.

b. Select the file, and then click Open.

c. The name of the file will now appear in the attachment window. Click on the Attach File button. You might have to wait a little, and then you will see the name of the attached file under the Browse box.

d. You can repeat the process to attach another file within the same message.

8. Click on Send.

Reading E-mail

1. From Communication Tools, select Mail.

2. Click on Inbox.
3. Mail you have not read will appear in boldface. Click on any message you would like to read. It will open in a separate window.

4. To respond, click on Reply in the toolbar at the top of the mail window and follow the directions above.

For more information on this topic, you can attend one of the training sessions offered by UA’s Software Training Services. Sign up at http://www.uakron.edu/seminars; this takes you to a secure site that will require your UAnet id and password. Graduate assistants can register by contacting Cynthia Harrison, x2447 or harrisc@uakron.edu. 
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