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Building a Message in Blackboard Ultra

o Click "New Message" in the right hand corner.
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View messages for your course here.

stions and share your thoughts with one person, multiple people, or the whole class.

9 Next, click in the rectangle to the right of "To:"

To: [Q Ir[e- a course member or group
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Start a new message
Select or enter a recipient to begin.
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Begin typing the students name whom you want to send the message to and
then click on their name on the drop down panel.

Enter a course member or group
To: {
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Amelia Luckey
Instructor
g aluckey 7 1D: 20348110

Amelia Luckey_PreviewUsq
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Start a new message
Select or enter a recipient to begin.

Next, click "Type Message" to begin typing in the text box. Do not forget to use
any necessary features in the text editor.
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[] Send an email copy to recipients Allow replies to this message
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Once the message is typed, be sure to click on the box to the left of "Send an
Email Copy". This feature forces a notification to the students' Mercy Email.
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Week 1 Assignment is over due.

Press Alt + F10 to access toolbar options

Allow replies to this message

@ Sznd an email copy to recipients

Lastly, be sure to hit send in the bottom right hand corner to send the message

to the student.
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Start a new message
Select or enter a recipient to begin.
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Week 1 Assignment is over due.

Allow replies to this message

Send an email copy to recipients



