eLearning Mail
The Mail tool in eLearning can only be used to send and receive email from within the course.  You cannot send email out to an external email address (such as a utdallas.edu email account), and you cannot send an email from an external email address into eLearning.
To access the Mail tool, click ‘Mail’ from the course menu.
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Write a Message
To write a message, click ‘Create Message’.
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Click the ‘Browse for Recipients’ button to select who you want to send your message to.  Scroll down and click ‘Save’ once you’re ready.
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Type in your subject, then the body of your message.  Click the ‘Add Attachment’ button if you wish to attach a file to your message.
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Click the ‘Send’ button when ready.
Read a Message
The eLearning Mail tool will give you a visual notification any time you have new mail waiting for you to view.  Notice that beside the ‘Mail’ link in the course menu, you see a green asterisk signifying new mail.
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Click on the message you wish to read.  Notice that any new, unread mail is bold.
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You can now read the message and reply or forward using the appropriate button.
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