Learning WebCT Vista

Groups

Sending a Mail Message to a Group

1. Make sure you are in the Teach tab.

2. Click on “Group Manager” under the Instructor Tools.

3. These are the existing groups have been created.

4. Check off any group(s) you wish to send a mail message to.

Produced by Arts ISIT

Page 1

l% VISTA

%< university <" Rritish Columbia

L3

@ Course ivui>

f# Course Content

£ Announcements

Your loc

tion: Home Page

Department nam
- r,

(@) Assessments
) Assignments
Calendar

5 Discussions %)
(3 Learning Modules
Q Mmail ‘H °
E@ Syllabus < General Student Departmen
Information %

@) Web Links (H)
(H) = Hidden ®

Instructors: Start Here % Course |
% Discussions %)
Learning Modules
Q Mail ‘H
Dg Syllabus < General Student Departmen)

Information %
&) Web Links (H)
(H) = Hidden L
Instructors: Start Here % Course

@ Instructor Tools (Hidden) (Hi
@ Manage Course

@) Assessment Manager
2 Assignment Dropbox

¥l

@ Grade Book

add tools % Register y:

[ selective Release

2]

Forum #1 - Module_1

L B

Behavior 2 %

Student Group 1

(Week 2 & 3) ¥
ur location: Group Manager
Group Manager
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Group Name &+ Sign-Up Sheet  Description Members
™

Case Study - Daisy Chan
Behavior 1 %
Case Study - Richard Chan

Richard Chan (Section Designer,
Section Instructor) , Jeremy Fong
(Section Designer, Section
Instructor) , YiWei Han (Section
Designer, Section Instructor) , Jenny
Wong (Section Designer, Section

| @ Send Mail| | (» Rem:
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ok . Daisy Chan
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Section Instructor) ,
(Section Designer, S
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Wong (Section Desi¢
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Your location: Group Manager
it | ¥ Group Manager

5. Click “Send Mail E

["] Group Name <+ Sign-Up Sheet Title

] [[] Case Study - Behavior 1 % ==
les © [7] Case Study - Behavior 2 % ==
— H [v] Student Group 1 % ==

7 L]
m ) Delete
e [=] [3]
anager

E

Richard Chan(s66958067) %, ; Jeremy Fong(s30121099) & ; Jenny
Wong(s61007084) B ; YiWei Han(s42151076) B

“To” field.

cc: -

BCC:
s
*Subject:
*Message: [7] High priority
[[Enable HTML Creator |
Use HTML | Insert equation: | New [v] &
Attachments: | Add Attachments
se
['send | [Preview | [ Cancel | | [ save as Draft |

Create Message Help
« . ” “ ” | Browse for Recipients...
7. Enter a “Subject” and add your “message To: |
Richard Chan(s66958067) % ; Jeremy Fong(s30121099) % ; Jenny
Wong(s61007084) ) ; YiWei Han(s42151076) 9

Create Message I
6. Notice the list of recipients have already been added to the i Eomae o Recpntz.

cc:

BCC:

*Subject: — e
*Message: ] High priority
Enable HTML Creator

<—

Use HTML | Insert equation: New [v] &

Attachments: | Add Attachments

Send | [ Preview | | Cancel Save as Draft
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Create Message Help

8. You may also add attachments to the message. v
Browse for Recipients...

*To: ‘
Richard Chan(s66958067) 9 ; Jeremy Fong(s30121099) % ; Jenny
Wong(s61007084) B ; YiWei Han(s42151076) 9

CC:

BCC:
*Subject: Hello!
*Message: 1 High priority
Enable HTML Creator

Welcome to this coursel|

Use HTML | Insert e PiNew[+] &

Add Attachmepts —
Send | [ Preview | [ cancel| | [ save as
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MM Browse for Recipients...
o o . ) . |arowse for Recpians..
9. Click “Preview” if you wish to see the message first, otherwise, | “e I

i " ” ents Wong(s61007084) B ; YiWei Han(s42151076) 5 |

click “Send. mer

Modules || B€¢ =5

- ’Suhject: Hello! =

3 *Message: 1 High priority —:‘e;:

Enable HTML Crastor | (se

Welcome to this course!

Fluse HTML | Insert equation: New[=] &

Attachments: | Add Attachments.

©You have now learned how to send a message to a group.
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