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Sending a Message

From the Participants Link

Step \ Screenshot
e o NAVIGATION 2 Note
block, click the
:Ilr;olvoz?)s(’:at: Home You can access this menu
® My home (logged n) o1 rom the
S Site pages Course Home page.
» My profile

» My courses

2. Click the arrow
next to your NAVIGATION
course.
Home
® My home
¥ Site pages
» My profile

¥ My courses

» ART101-4-PRES

3. Click the
Participants ¥ My courses [E Note

link.
¥ ART101-4-PRES

You can also access the
4 Participants participants list in the
People block on the
Course Home page ifitis
available.
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Screenshot

You will see the
Participants page.

All participants [+
All participants:10

First name : ANABCDEFGHIKLMNOPQRSTUVWXYZ
Last name : AIABCDEFGHIJKLMNOPQRSTUVWXYZ

in the list.

. Benjamin Franklin

User picture First name / Last name City/town Country Last access ¢ Select
Abraham Lincoln Washington United States. now
. Benjamin Franklin Philadelphia United States. 2 mins 51 secs
Big Blue Button Test Instructor test United States 15 days 7 hours
Big Blue Button Test Student test United States. 16 days.
John Adams Louisville United States. 19 days 1 hour
4. Find the User picture  First name / Last name
person you
wish to email Abraham Lincoln

@ Note

You can filter the list by a
specific role (such as
teacher or student) by
clicking the drop-down list
for Current Role.

Current role

All participants v
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5. Click in the

[ Note

To send to the entire class,
click Select all.

[li Note

To send to more than one
person, click in the box
under Select for each
person.

box in his or Select

her row under

Select.
A check mark will
appear in the box.

Step Screenshot

At th tt o
the Iiztt;of om of [select all| [Deselect all| @ With selected users../Choose..  [v]

participants, next to
the Select all and
Deselect all
buttons, you will
see With selected
users... Choose...
and an arrow
pointing down.

6. Click the
arrow.

7. Inthe list that
drops down
from
Choose...,
click Send
message.

rs... Choose... v
Choose...
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8. Enter your
message in
the Message
Course User
WYSIWYG

page.

The top of this
page will say
Added [#] new
recipient[s] even if
you add the entire
class.

Message body:  rontfamiy |-/ Fontsze |~ Format -|| ik =]
Bz umx x| EEE|F@@®mA -7
il oo 0 Q||

Does anyone know what the
next quiz covers?

Formatting: HTML format

Term

WYSIWYG stands for
what you see is what
you get. What you type
into this window will
appear exactly the same
way in your post or
message, including
formatting. For a
description of the buttons,
see the next section.

The bottom of the
page shows the list
of participants you
selected to receive
the message.

Currently selected users

Abraham Lincoln alincoln@deadpres.edu

Remove
Remove

Benjamin Franklin bfranklin@philly.edu

=

Note

You can remove them by
clicking Remove.
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Step

9. Click Preview.

Screenshot

HTML format preview

Does anyone know what the next quiz covers?

10. Click Send
message.

You will see
Selected users
have been
messaged and
the recipient list
has been reset.

[Send message]

11. Click Back to
participants
list to return to
the list, or click
Home in the
breadcrumbs
at the top of
the page to
return to the
Home page
(logged in).

Back to participants list

OR

Home My Calendar

Home ) Participants ) Message course users
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From the Participant’s Profile

Step [

1. Click the arrow
next to My
courses.

Screenshot

NAVIGATION

Home

® My home
¥ Site pages
» My profile

» My courses

2. Click the arrow

next to your NAVIGATION
course. Home
® My home
¥ Site pages
» My profile
¥ My courses
» ART101-4-PRES
> Ilc?:gEtl(ié?:ants ¥ My courses
INK.

¥ ART101-4-PRES
» Participants

Note

You can access this
menu from the Home
page (logged in) or from
the Course Home page.

=

Note

You can also access the
participants list in the
People block on the
Course Home page.
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Screenshot

You will see the
Participants page.

Al participants [~
All participants:10

First name : AABCDEFGHIKLMNOPQRSTUVWXYZ
Last name : ANABCDEFGHIKLMNOPQRSTUVWXYZ

User picture First name / Last name City/town Country Last access + Select
Abraham Lincoln Washington United States. now s}
- Benjamin Franklin Philadelphia United States 2 mins 51 secs =]
Big Blue Button Test Instructor test United States 15 days 7 hours
Big Blue Button Test Student test United States 16 days B
John Adams Louisville United States 19 days 1 hour
4. Find the User picture  First name / Last name
person you
wish to email, Abraham Lincoln Note
fhnf{' then click You can filter the list by a
ir name. - ) o
€ir name . Benjamin Franklin specific role (such as

teacher or student) by
clicking the drop-down list
for Current role.

Current role

All participants v
L
\Od
-
This will open that - .
0 - Benjamin Franklin (ART101-4-PRES)
user’s profile.
-
\
S Email address:  bfranklin@philly.edu
Last access: Thursday, November 29, 2012, 04:53 PM (3 days 22 hours)
Roles: Instructor
Course profiles: ART 101 for Presentation College, Karyn Boyd's Big Blue Button Test Course
Send a message
5. Click the Send
(]

a message
link under the
user’s profile.

Send a message
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The Messages
page will appear.

Abraham Lincoln Benjamin Franklin
Add contact | Block contact

All messages | Recent messages | New messages (1)

Thursday, November 29, 2012

29 PM: Does anyone know what the next quiz covers?

Message

Step Screenshot

6. Type your Message
message in
the Message
field.

7. Click Send
message. ‘Send message’
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