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Send e-mail:

This function allows you to e-mail a person or groups of people from the class roster.
Once in the Communication area, click on Send E-mail.

You will see this menu:

All Users

All Groups
All Teaching Assistants

All Instructors

S5elect Users

v vV vV vV.Vv W

Select Groups

e Select All Users if you would like to send an e-mail to all of the people on the
roster.

e Select All Groups if you would like to send an e-mail to all of the groups in the
class (a group is set up by the instructor).

e Select All Teaching Assistance if you would like to send an e-mail to all of the
teaching assistance in your class.

e Select All Instructors if you would like to send an e-mail to all of the instructors
in your class.

e Click on Select User if you would like to send an e-mail to one or just a few
people in the class.



@ Recipients

To: M Friend, Guest [ Friend, Guest
[T Friend, Guest W Friend, Guest
I Friend, Guest M Haolly, Sandra

e C(Click on Select Group if you would like to choose one or just a few groups to
send an e-mail to.

@ Recipients

To: W The Best Group Ever

After you have chosen who is going to receive the e-mail, you need to give the e-mail a
subject and type in your message.

€) Enter Message Details

From: guest@keene. edu

Subject: |pr|:|jE|:t

Message: |gey I was wondering if you guys had time to meet ;I
ghout the project next mohday at Zpm?

[~

If you would like to have a copy of the message you are sending, in the options section,
check the box next to Send Copy of Message to self.

€) Set Message Options

g Send Copy of Message to self



If you have an attachment to add, click on the Add button under the Add Attachments
section.

@) Add Attachments

From the screen that appears, click on the Browse button.

Select Users

@ SelectFile

Click "Browse" to select your file and then click "0OK" to add the file to your message

| _Browse, <

Find the file on your computer that you would like to attach and click Open.

Then click Submit.
@ Submit

Click "Submit” to finish. Click "Cancel™ to abort this process. l

Caneel ) Submit )

To send your e-mail, click Submit.

© Submit

Click "Submit™ to finish. Click "Cancel™ to abort this process. l

Cancel ) Submit )

Discussion Board:
Once in the Communication area, click on Discussion Board.



You will then see a screen with a list of “Forums” that your professor has set up for your
class. Under each forum name, you will see a description of what you are expected to
discuss within the forum.

d Forum Title Number of
Coffee Talk TEBSAges
in forum
Forum You will be required to post andfor reply to your fellow classmates at least once & [ 1 Message |
Description week on any thoughts or questions you might have on what we are talking about in [ All New ]
class.

Venting and Cheering about Blackboard

Feel free to express yourself about Blackboard in this space. YWhether it's the crawling [ 3 Messages |

network or sharing a great idea, post your thoughts here. [ All New ]
Q&A
Ask any gquestion about Blackboard... e will find an answer. [ Mo Messages |

To enter a forum, simply click on the title of the forum you would like to enter.

This screen will appear:

To start a discussion thread, use the Add New Thread button below.
E=: Add New Thread

VIEW UNREAD MESSAGES EXPAND ALL COLLAPSE ALL 5]

SEARCH [7]
SHOW OPTIONS
-
Sort By: IDefauIt "I
oK )

To post a new message click on the “Add New Thread” button.



This screen will appear:

Subject: I
Message: |=]

Options: & Smart Text © Plain Text © HTML

[T Post message as Anonymous

Attachment: I Browse... |

Type in your “Subject” and “Message” (just like an e-mail)

If you would like to attach a file click the “Browse...” button, find the file you wish to
attach then click “submit” to up load the attachment.

When you have included everything you would like to include in your thread, click
“submit”

Preview ) Cancel ) Subrmit )

To view the messages that have been posted, enter the forum by clicking on the title.

Add New Thread ‘

VIEW UNREAD MESSAGES EXPAND ALL COLLAPSE ALL [

SEARCH [
Title of messace Anthor Date and Time of Postine
SHOW OPTIONS
-
Just testing Friend. Guest on Oct 21 2002 2:532 pm New
Sort By: IDefauIt 'I
OK )

To view the message, click on the title of the message.

Status of posting




This screen will appear:

Current Forum: 1 & A

Date: Mon Oct 21 2002 2:52 pm

Author: Friend, Guest <guesti@kesne. edu=
Subject: Just testing

Is the sky blue?

To Reply to the message simply click on the “Reply” button.

Virtual Classroom:

The virtual classroom is a live on-line chat. You will only be chatting with the people in
your class.

Once you are in the Communication area, click on Virtual Classroom.

Click on Enter Virtual Classroom.

P Enter Virtual Clamroon{

Enter the Yirtual Classroom. A Java-Enabled browser is required.

P Browse Classroom Archives
Browse the archives for a previous Yirtual Classroom session.

This box will appear after the chat has loaded:



i Tutornet Classroom 3.5.0 | New Lesson A8 _ 18] .=l
Tutormet  Mavigation  “Whiteboard

L ozation: I
FLOOR

i

_ﬁ'
MMWT@M

Tutornet Viriual Classroom
fromn Tagtemst.cort, Bac, -- bty oobomret comrd

Warning: Applet Window

The chat panel allows you to chat as you would through Instant Messenger or any other
chat room. When you would like to contribute to the chat, simply type you message into
the bottom white box and hit “enter” on the keyboard. Your message will appear in the
white box just below the tabs.

The chat
can be read
in this box

Tutornet Virtual Classroom
fropn Thatorret.corty, B, -- hitpedfotomet comne

. uest Friend : Hello world. .
Type in

this box w are pou bodayd

Warning: Applet Window

The Question and Answer tab allows you to privately or publicly ask a question to the
person that is designated as the instructor.




|iwlmm|ﬁmm

(Questions & Answers

sk the bozx o the ght to athenit questions to the

will your explain it?

Thstmactor.

¥ Regquest Pri

When the
instructor
responds,
your question
and the
response
shows up
here

The white board allows you and all of the people in the chat to view a web page, or you
can draw (just like you would in a “paint” program.) This area is great for science and

Submit question Lo instructor -- request PRIVATE response

I3 chat panel J=> questions | &5 user info

| dor't undedstand question ...

Send |

Type your
question to
the instructor
here

To request a
private send,

check this
box

-T:J.Jr ovmet

*: [ don't understand question 3... can you

explain it to me?

Az fprivate) surel that question is a tricky one. ..

COuestions & Answers

nse the box ot the mght to st questiones to the Retmactor.

-- Gaest

v Request Private

math students as you can go over problems and formulas.
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Roster:
This area of black board allows you to see the roster of the class.

Once you are in the Communication area, click on Roster

SEARCH | Azos | AovanceD | LsTALL

Search

Search By: % LastHame T UserMame

oK )

On the screen that appears, you can search for students in the class by Last Name, User
Name, Alphabetically or you can list the whole class.

Group Pages:

The instructor of the class sets up group pages by assigning people to specific groups.
Once you are in the Communication area, click on Group Pages.

The screen that appears will show you the names of the groups that have been made for

the class. Find and click on your group’s name. (If you are not a part of a group you will
not be allowed access to those pages.)

ﬁ Forum Test Group - This group is to test the discussion board
ﬁ Group 1 - This group will be the group that will present the history portion of the project

ﬁ Project Group - This group will collect images used in the project.

E’The Best Group Ever - This group will be presenting on how to use the Blackboard Group
function.

This screen will appear:



Group Pages - The Best Group Ever

2 Group Discussion Board
se wour group discussion board for course-related debates and conversations.

2 Group Yirtual Classroom
Meet your group for a real-time discussion.

P File Exchange
Exchange files with your group members.

P Send E-mail
=end e-mail messages to ane or all of your group members.,

4 Group Members
NAME EMAIL

Friend, Guest
Friend, Guest
Friend, Guest

Friend, Guest

From this menu you can access:

The Group Discussion Board, which is a discussion board set up by your
instructor just for your group. The discussion board is a great place for your group
to post ideas, questions and replies without all of the members having to be in the
same place or even online at the same time. (For more information on how to use
the discussion board look at the Discussion Board section above.)

The Group Virtual Classroom is where you can meet with your group for a real-
time discussion. The virtual classroom area is a wonderful tool that allows your
group to have a live chat meeting without having to have everyone in the same
place. (For more information on how to use the virtual classroom look at the
Virtual Classroom section above.)

The file exchange function is a great way for you and your group members to
share information. Uses of this function may be for the entire group to see, edit
and add to a group paper, or if you are to give a presentation, to post all of the
information you have gathered for you part of the presentation so that the entire
group will know what everyone is doing.

The e-mail function is a handy way to stay in touch with all or a few members of
your group. All of the e-mail addresses of your group members are included, so
there is no more panicking about not being able to get in touch with your group
members.

Group File Exchange:
Click on “File Exchange”



Group Pages

Group Pages - The Best Group Ever

4 Group Discussion Board
Use your group discussion board for course-related debates and conversations.

4 Group Yirtual Classroom
Meet your group for a real-time discussion.

P File Exchange F
Exchange files with your group members.

P Send E-mail
Send e-mail messages to one or all of your group members.

4 Group Members
HAME EMAIL

Holly, Sandra
Click on “Add File” found at the top left of the page.

B Add File

Type in the name of the file, and then click “Browse”

&P File Information

Title: IFirst craf

File: I Browse. .. I

Find the file you would like to attach, and then click “open.”

Frooserie TP
I Look in; Ia blackboard_sheets j [ ﬁ‘ '

- @Docl oo

@ @groups_students.pub
@
ezkiop

[ Gy
®

Iy Documents

File name: IDDC1.dDC j Open I
Files of type: J 401 Files .4 =] Cancel |
E

Now click “Submit” and your file will visible to all the members in your group.

(Note: A warning will flash up saying that the file will be added but not sent, it is not
something that you need to worry about.)



To view a file that is in the file exchange, simply click on the title of the file you would
like to view.

Group Send E-mail:
Click on “Send E-mail”

P Group Discussion Board
Llseyour group discussion board for course-related debates and conversations.

P Group Virtual Classroom
Meet your group for a real-time discussion.

P File Exchange
Exchange files with your group members.

b Send E-mail’
Send e-mail messages to one or all ofyaur group members.

Choose the Recipients from the list provided.

o Recipients

To: ™ my, Guest T My, Guest

™ my, Guest T Sandra, Holly

Type in your subject and message in the boxes provided.

9 Enter Message Details

From: Sandra Holly

Subject:

Message; |




If you would like to add attachments to the e-mail click on the “Add” button.

0 Add Attachments

Then click “Browse” to find the file on your local computer. Open the file you would like
to attach.
&) Select File

Click "Browse" to selectyour file and then click "OK" to add the file to your message

I Browse. .. I

Then click “Submit”

Subrmit



