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Using Blackboard’s Course Mail Tool

Inside every Blackboard class is a separate email tool solely for the use of the students and instructor in that
class. This tool can be used to communicate with the instructor as well as the other students in the class. Itis
also likely your instructor will use this tool to communicate with you about things pertinent to the class such as
upcoming assignments, class cancellations, and so on. Additionally, you may be asked to upload and send
assignments to your instructor via this email tool. The Blackboard course mail tool IS NOT the same as your
Luna email which can be accessed via the luna.edu homepage.

Step 1

To access the Blackboard email tool, you will access your online class. Once you are on the homepage of any
online class you are taking, to access the Blackboard Email Tool, you would click on the “Course Mail” link on
the left side of the screen. If you don’t know how to get to your online class, you should read the FAQ tutorial
“Logging into Your Blackboard Account” found inside the Blackboard Help Desk Technical Assistance tab that
explains the process if you are unsure of what to do.
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Discussions Special Note: You will need a way to interact with the class and give speeches. This means for this class, it is a requirement for you to have a webcam over-which you can present your speeches. Most laptops
come equipped with a webcam you can be seen over, speakers that you can speak over, and a microphone you can be heard over. For all the speeches you will give in this class, you will need to be seen and heard

Assessments

Assignments by the class, and this will be achieved by a webcam and some kind of microphone/speaker combination. Your goal over the first week of class is to get the equipment you need to make presenting speeches overa
Help webcam possible. Please make this a priority. If you are unable to find a way to present speeches live over a webcam, then you should drop the class because this ability is mandatory to this Public Speaking class.
My Grades

Week 2 - This week we discussed Chapters 1-3. Please do the corresponding quizzes and don't forget to do the pretest f you have not yet done so. In addition, during Friday's class (1/26), | talked about the Self-Introduction
Speech, so please watch that if you weren't in class s0 you can know exactly what is expected for this assignment. The Self-Introduction Speech outlines are due in the Sef-Introduction Assignment Tab next Sunday night (2/4)
Please let me know about any problems you experience with this assignment, and ask if you have any questions. Also, | have attached recordings discussing chapters 1-3.if you want a quick re-cap of them, or if you are an
asynchronous student who wants a quick fix. Let me know how you like these recorded chapter lectures, if you watch them
Week 1 - For this first week of class, before you do anything, you will want to read the Course Syllabus and Content document under "Getting Started” here on the homepage. Itis bestif you print this document off and refer to it any
time you have questions about the class. Next you will want to complete the Pretest which is worth ten extra credit points just for doingit. Once you have done this, you will want to read chapter 1 and complete the corresponding quiz.
Keep in mind that there are power point presentations under the Power Point Presentation link found en the homepage which you are able to access and read through to help you prepare for your chapter quizzes. | plan on covering
as much material as | can in class, but whatever we don't get finished, you are expected to do on your own. There will be no Luna classes on Monday, January 15 in observation of Martin Luther King day, so please enjoy your long
weekend. See you in class on Wednesday, January 17.
I have added a new folder at the botiom of this page. | am asking that everyone go and watch this video and give me your thoughts. If you are an asynchronous student, this video takes the place of our first class which | forgot to
fecord so there is no archive for it. Let me know if you like receiving information in this manner, as | said, this might be  way to handle certain parts of this class. Perhaps | can make videos for the content portion of the class. Yout
thoughts on this matter are welcome.

Welcome to the class!
Getting _Started

B Course Information

B ONLINE CLASSROOM

B Speech Rubrics and Guidelines

B Chapter Outlines
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Step 2

Clicking on the “Course Mail” link will bring you to this screen. Here is where you are able to access and
create messages to other students in the class. To check mail, you can click on the “Inbox” link. You can also
check messages you have sent before by clicking on “Sent”. You can also create messages from this screen as
well as create folders to store your messages in, if you like.
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Step 3

If you click on the “Inbox” link, the next screen you come to will look something like this. This is a list of
email messages from a Public Speaking course. You can see a list of messages here, and if you were to click on
anyone of them, you could read the message and respond to the sender. To create a message to someone in the
class, you would click on “Create Message.”
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Step 4

If you click on “Create Message” you will come to this screen. If you click on the “To” box, you will be able to
see a list of everyone in the class and select which person you wish to send a message to.
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Click Submit to proceed.
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Step 5

The next screen you come to if you click on “To” will look like this. If you want to send a message to someone
in the class, you can click on that person’s name and then click on the tiny “Right” arrow, and the name will go
into the recipient box shown here.
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Step 6

This screen shows what happens after you click on the “right” arrow. The instructor’s name is now in
the “Recipients” box, meaning this individual will receive the message you are getting ready to write
and send.
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Click Submit to proceed.
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Step 7

Lower down on the above page, you can now compose a message. Messages require a subject in
the “Subject” box. Then you will be able to compose a message in the “Body” box and attach an
attachment down where is says “Upload Attachment.” Hitting “Browse” under “Attachment” allows you

to look at the hard drive of your computer, your computer drive, and any other type of device you
might use to save your documents on.
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For the toolbar, press ALT+F10 (PG) or ALT+FN+F10 (Mac).
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Hi Everyone.
Hope this is answering all of your questions.
Thanks,

Ms. Goodyear

Words: 12,

Path: p
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Click Submit to proceed.
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Step 8

This is what the screen looks like if you click on “Browse”. A browser box will come up, and you will
be able to access the document you are looking for. By clicking on “Open”, it will attach to the bottom
of your document.
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Step 9

Here you can see the attached document. If you accidentally attach the wrong document, you can
click “Remove” next to the attachment and hit “Submit,” and the attachment will be removed. If the

document is the one you want to attach, then you will hit “Submit” and your message and attachment
will be submitted and sent to the person you want to send it to.
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