
Blackboard: Communication Area 
 

 
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: 
   

 
 
 
 

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

• 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). 

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

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

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



 
 
 

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

 
 
 
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.  

 
 
 
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.   
 

 
 



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

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

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

 
 
To send your e-mail, click 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. 
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in forum 

Forum Title

Forum 
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To enter a forum, simply click on the title of the forum you would like to enter.  
 
 
 
 
 
 
 
 
This screen will appear: 
  

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



This screen will appear: 

 
 
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” 

 
 
 
 
 
 
 
To view the messages that have been posted, enter the forum by clicking on the title.  
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This screen will appear: 

 
 
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.  

 
 
This box will appear after the chat has loaded: 



 
 
 
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.  
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The Question and Answer tab allows you to privately or publicly ask a question to the 
person that is designated as the instructor.   
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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 
math students as you can go over problems and formulas. 

Type URL location here:

Drawing 
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Type URL location here:
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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 
 

 
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.) 
 

 
This screen will appear: 



 

 
 
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” 

 



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

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

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

 
 
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” 
 

 
 

Choose the Recipients from the list provided. 
 

 
 
Type in your subject and message in the boxes provided.  
 

 
  
 
 



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

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

 
 
Then click “Submit” 

 
 


