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Lesson 1: Mail  

The major difference between the email in WebCT and Springboard! is that all of your 
email will be directed to your uanet account - you will use your uanet@uakron.edu email 
account to access all of your email.  Therefore, it is recommended that you create 
folders within Outlook mail to assist with keeping your email organized.    

 

Email the Entire Class  

1. Click Email  in the course navigation bar.   
2. Click on Address book . 
3. Check the box at the top of the list to select all students and staff in your course. 
4. Click on the BCC button. 
5. Click Add Recipients . 
6.  Type your message. 
7. Click send.  A copy of the message should appear in your inbox. 

   

  



Communication Tools    The University of Akron  

Ver. 2007.10.30 Page 5 pstrain@uakron.edu 

Adapted from materials created by Desire2Learn 

Lesson 2: Schedule/Calendar  

 

The Schedule tool is used for displaying course-related events to your students. Course 
events that you post through the Schedule  tool will be visible to students on the course 
home page.  

The Schedule tool can be used to post: 

 Project due dates 

 Virtual office hours 

 Exam and test information 

 Assignment Due Dates 

 

Access the Schedule Tool  

There are two methods which can be used to access the schedule tool: 

 Click the Events  button in the Events widget 

                         

 Click the Schedule link on the navigation bar 
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You can choose to view all events, personal events, or course events by using the drop-
down list under the links at the left of the page. 

                         

Use the Day, Week, and Month  tabs across the top of the page to change the calendar 
views. 

 

View the events for a specific day by clicking on the date in the mini calendar at the top 
left of the page.   

Switch between months using the  Previous and  Next buttons, or by selecting a 
month from the drop-down list beneath the calendar.  

                              



Communication Tools    The University of Akron  

Ver. 2007.10.30 Page 7 pstrain@uakron.edu 

Adapted from materials created by Desire2Learn 

Add a Personal Event  

Personal events can only be viewed by the person creating them. Use personal events 
to enter items into the Schedule that will only be visible to you, such as periods that you 
set to grade assignments, reminders for course preparation work, etc. 

1. Select the Events  link from the Events widget or select the Schedule  link in the 
navigation bar.         

2. Click the Add Event  link. The Add New Event page displays. 

             

3. Type the Title  of your event. 
4. Select a Date either using the drop-down list or by clicking the Select Date icon 

 beside the drop-down list. To specify date ranges (from one day to another) or 
times in addition to dates, click the show more options link at the bottom of the 
page. 

5. To display a link to a web address in your event, type the web address in the 
Link  field. 

6. Select Personal  from the radio buttons below. This will ensure that the event is 
personal and that it will not be shown to other users. 

7. Type a Description  for your event, if required. You can use the following icons to 
asssit with entering the description: 

o HTML Editor  

o Spell Check   

o Preview   
8. Click Save. 

All dates on which events are defined appear in bold  on the calendar . 
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Add a Course Event  

Course events can be viewed by all course participants. Use course events to enter 
items into the Schedule, such as project due dates and exam information that are 
important for students and other participants. 

1. Select the Events  button in the Events widget OR click the Schedule  link on the 
course navigation bar. The main schedule page displays. 

2. Click the Add Event  link. The Add New Event page displays. 

                

3. Type the Title  of your event. 

4. Select a Date using the drop-down list or by clicking the Select Date icon  
beside the drop-down list. To specify date ranges (from one day to another) or 
times in addition to dates, click the show more options  link at the bottom of the 
page. 

5. To display a link to a web address in your event, type the web address in the 
Link  field. 

6. Select the radio button next to the course name (Course Offering). This will 
ensure that the event is a course event and that it will be shown to all course 
participants. 

9. Type a Description  for your event, if required.  You can use the following icons 
to asssit with entering the description: 

o HTML Editor  

o Spell Check   

o Preview   
7. Click Save. 

The Events  widget on the course home page will reflect your newly added course 
events that are on the current day. 
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Print Your Schedule  

1. Select Events  from the Event widget or select the Schedule  link from the 
navigation bar. 

2. Select the appropriate options, such as Day, Week, or Month view and the 
calendar events you wish to view  - All, Personal, or Course   
 
 

          

3. Click the View Printable  link. 

                         

4. Use the browserôs print functionality to print the page. 
5. Click Close . 

  



Communication Tools    The University of Akron  

Ver. 2007.10.30 Page 10 pstrain@uakron.edu 

Adapted from materials created by Desire2Learn 

Lesson 3: News  

The News tool can be used to communicate updates, changes, and new information to 
your course participants quickly and effectively. The News tool is located in the middle 
of the course home page. Since this is the first page that the student will see when they 
enter the course, the News tool is a great way to display pertinent information for your 
course. 

The News tool can also be updated regularly with: 

Å Pictures, quotes, news stories, etc. 
Å URLs which may be of general interest 
Å Online agendas outlining online weekly activities 
Å Quiz announcements 
Å Links to assignments  
Å QuickLinks to various updated areas of the course site (new content, survey, 

quizzes) 

 

Because News is typically the first thing that a stuent  sees upon logging into the  
course, it is recommended that News be updated regularly to keep students  
engaged in the course . 
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Create a News Posting  

1. Click the Add  button at the top of the News widget (on the course home page). 
The New Item page displays. 

                 

2. Type the posting headline in the Headline  field. 
3. Type your posting text in the Content  field. You can also use the HTML Editor 

, Spell Check  and Preview  icons to create text in HTML format and 
check it. 

4. Select the posting availability date using the Start Date  and End Date  drop-down 

list or by clicking the Select Date icon  beside the drop-down list. 
5. By default, the date will not appear beside the headline. If you want the date to 

appear by the headline, select the Show Start Date  checkbox. 
6. If you want to specify a removal date for your news posting, select the Remove 

News Item based o n End Date  checkbox and specify an end date. (Course 
instructors and administrators will still be able to see the posting after this date, 
but it will be invisible to course participants.) 

7. To add an attachment, click the Browse  button in the Attachments section, 
locate your file and click Open .  
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8. Click Save. 
 

Your news posting appears on the course home page on the date that you selected. If 
you selected Show Start Date , the date of the posting appears beside the headline. 

 

  

You can cut and paste from 
Microsoft Word and all 
formatting will be retained. 
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Add a News posting for a future date  

If you set a postingôs start date to a date in the future, the posting will not be visible to 
course participants until that date. When the specified date (and time) arrives, students 
will then be able to see the news posting. For example, if you wanted a news posting to 
appear first thing Monday morning, you could create it on Friday afternoon and specify a 
start date of Monday at 9:00 am. 

Course instructors and administrators will be able to see future news postings at any 
time (even before the specified start date arrives); the postings will appear on the 
course home page with the word ñFutureò shown in blue beside the headline. 
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Edit a News Posting  

1. Click the Edit  icon beside the news posting headline (on the course home page).  
The Edit Item page displays. 

                     

2. Make your required changes. 

                

3. Click Save. 
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Change  the Order of News Postings  

1. Click the Change Order  button in the News widget. 

     

2.  Select the new position for a news item using the Sort Order drop-down list 
beside its name. The positions of other folders or categories adjust accordingly. 

         

3. Click Save 

 

 

 

 

 

 

  

Tip ï  Items display in ascending order  
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Delete a News Posting  

1. Click the Search  button in the News widget (on the course home page). 

                

2. Click the checkbox to the left of news item that you want to remove. Click the 

Delete  icon at the top of the list. 

       

3. You will be prompted to verify the delete - click OK.  
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Lesson  4: Pager  

The Pager is an online messaging tool for sending text messages to other members of 
your learning environment (students, teaching assistants, etc.).  A page is a quick and 
less formal mode of communication.  You can also use the pager to quickly see which 
students are online. 

 

 

 

 

 

 

 

 

 

  

Tip  - Anyone using a screen reader may want to turn the 

Pager notification  off, as the refresh rate for the Pager 
causes some screen readers to start over at the beginning of 
the page.    
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Pager Settings  

1. From the Course Home page click the My Preferences link (located in the upper 
left corner). 

   

2. Select Appear Offline  which is useful if you are working online but donôt want to 
respond immediately to pages or emails. 

You may also modify your font (for your view only).  
a. Use the drop-down lists to select a font type and size 
b. Click Save 
c. The Preview box displays a sample of your new font setting 
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3. If using a screen reader the Navigation bar auto -refresh  should be turned off. 

 

                  

Turn off if using a screen 
reader. 
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Send a Page  

1. Click the Pager  icon  in the navigation bar or click on the contactôs name. 
2. Click New Page . 

 

                   

3. Type the recipients name in the To field, or click the To button and choose one 
or more recipients from your contacts list. 

4. Type a message. 
5. Click Send .   

 

Receiv e a Page 

There are a number of ways you can be notified of an incoming page (depending upon 
your preferences): 

Å Notification by sound 
Å Notification by a signal 

Å The word ñPageò  will be displayed in green part of the Page icon 

Click the  icon to view your message. 
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View Pager Log  

To view a log of the pages you have received click the  button beside a userôs name 
and then click one of the message lines to view the conversation history.  

Add a Contact  

1. Click the Pager icon  
2. Click the Add  button. 
3. Either type in the name of the person you wish to add or select the radio button 

next to the Add Classmate  option and select the contact from the drop down list. 

                            

4. Click the Add  button. 
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Lesson 5: Discussion s 

Reading Messages  

There are two ways of viewing the messages inside a topic - using the Grid Style  
message list or the Reading Style  message list. See Discussion Preferences  on the 
next page to learn how to change your view.  

In the Grid Style  message list, a list of messages appears at the top of the page, 
showing the subject, author, and date for each message. Click a messageôs subject to 
read the message; the full message appears either at the bottom of the screen or in a 
new window, depending on your personal settings. 
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In the Reading Style  message list, the full text of every message is always displayed. 
Click the Mark Read  link below a messageôs header to tell the system when youôve 
read a message. 

             

In either style, use the View drop-down list at the top right of the page to switch between 
Threaded  view, where messages are grouped with their replies, and one of the 
Unthreaded  views (All Messages, Unread Only, Flagged Only) where you can sort 
messages any way you like. 
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Discussion Preferences  

1. From the Course Home page click the My Preferences  link (located in the upper 
left corner). 
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1. Click the Discussions  tab to change Discussion preferences.   You can change 
the following discussion preferences:  Discussion Topics Frame, Search Bar, 
Search Bar Type, Topics List Type, View Type (Threaded, Not threaded). 

 
o Click the radio buttons next to your selection 
o Use the droplist to select a view type 
o Click Save 

 

 

  



Communication Tools    The University of Akron  

Ver. 2007.10.30 Page 26 pstrain@uakron.edu 

Adapted from materials created by Desire2Learn 

Settings to Consider :  

Show the discussion topics  list  - Use this setting to show or hide the list of 
topics at the left of the screen when youôre reading messages. Hide it to save 
space or show it to switch between topics quickly.  

Message List Style  - Select either Reading  Style , where you can see the full 
text of all messages, or Grid  Style , where the subject and author are listed in a 
grid and you select messages to read their full text. Try both to see which one 
you prefer. (If you are using a slow connection, Grid Style will load faster than 
Reading Style.)  

Show the preview pane  - If youôre using the Grid Style message list, you can 
read messages in a preview pane at the bottom of the screen by turning this 
setting on. Turn it off to read messages in a pop-up window.  

Reply Settings  - Select this option to automatically quote the original message 
when you reply to another userôs message.  
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Locating New Messages  

Once a discussion gets going, new messages can come in very quickly. To help you 
keep on top of things, new messages are identified in a number of places.  

Updates widget  -  On your course homepage, the Updates widget lists the total 
number of unread messages for all discussion topics in your course. 

                                      

Main discussion page  - On the main discussions page, the number of unread 
messages appears beneath each topic. To see only topics with new messages, select 
ñTopics with Unread ò from the Display drop-down list at the top of the page. 

              

Discussion List  - Inside a topicôs message list, the Discussions List at the left of the 
screen displays topics with unread messages in bold.    
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Create a Forum  

Forum  

Topic 

Discussions 

Forums are used to organize your discussion topics. Discussions take place inside a 
topic, and each topic must belong to a forum to be visible to your students. Any settings 
you apply to a forum are also applied to all of the forumôs topics; for example, if you 
have several topics in which you want to allow anonymous messages, you could put 
these topics in a single forum and enable anonymous messages for that forum. 

1. Select Discussions  - New Forum  . 

            

2. Enter a Title  for the forum. 
3. Enter a Description . 
4. Set any forum options you want. 
5. Click Save or Save & Add Topic  to save the forum and create a new topic within 

it. 
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Create a Topic  

Topics are where discussions actually take place, where participants post and read 
messages. Your course can include as many topics as you like, organized into forums. 
Each topic normally includes a description that defines the purpose of the topic and 
guides the conversation. 

1. Select Discussions  ï New topic (or, if you have just created a forum, on the 
New Forum page click the Save and Add Topic  button). 
 

          

 

2. In the Forum drop-down list, select the forum in which you want to create the 
topic.  To create the topic in a new forum, click the New Forum  link, enter 
information about the forum, and click Save. 

3. Enter a Title  for the topic. 
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4. Enter a Description . 
5. Depending on your course settings, topic descriptions may be displayed in the 

message list where users read and post messages. If this setting is enabled, you 
may want to keep descriptions short and avoid using large images. 

6. Set the topic options you want. 
7. Click Save to save the topic, or Save and New  to save the topic and create 

another one. 
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Lock a Forum or Topic  

Locking a topic prevents students from posting new messages or modifying existing 
messages, essentially making the conversation read only .  (Users with permission can 
modify the contents of a locked topic.) This can be a useful method of closing a 
conversation while allowing students to refer back to messages. 

You can specify start and end dates so you can set discussions up ahead of time to 
match your courseôs schedule. 

 

 

 

 

1. Select the Discussions  link. 

2. Click the Edit  icon beside the topic you wish to lock.  Note: You can also set 
locking options when creating a new forum or topic. 

                

3. If the options in the Locking options section are not visible, click Show locking 
options . 

4. Select the options you want: 
Å To lock the forum or topic immediately, select Lock forum  or Lock topic . 

The forum or topic will remain locked until you select Unlock forum  or 
Unlock topic again. 

Tip - Consider locking a topic to end a conversation, then using a 
pinned message to post a summary inside topic. This way when 
students access the topic your summary appears at the top. 
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Å To open the forum or topic within a date range, select Unlock forum for a 
specific date range  or Unlock topic for a specific date range , then select 
Has Start Date  or Has End Date  and specify the dates. 

                  

5. Click Save. 
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Post a Message  

1. Enter the topic where you want to post a message.  

2. Click   

                   

3. Type a Subject .  
4. Type your Message .  

5. Click the HTML Editor  icon if you want to format your message.  
6. Set any other message options you want. (These options may not be available, 

depending on the course and the topic.) 
7. Click Post .  

** If the topic is moderated, the message does not appear until it is approved. 

Moderated topics are indicated by the Messages Require Approval icon  beside the 
topic name at the top of the message list. 

 

 

 

 
  

To attach a file ï In the Attachments area, click Add a File  
and locate the file you want to attach.  You can attach as 
many files as you like.      

 

Pinned messages always 
appear at the top of the list, 
regardless of how the list is 
sorted or displayed. 
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Save a Draft  

You can save your message as a draft instead of posting it right away. Saving a draft 
lets you return to the message later to edit it before posting it to the topic.  

To save a draft, click the Save as Draft  button instead of the Post  button when writing a 
message.  

To find a saved draft, view the message list for the topic where you created the draft 
and select ñDrafts ò from the View drop-down list in the top right corner of the page. 

 

Reply to a Message  

1. Locate the message you want to reply to.  
2. Do one of the following:  

a. If youôre using the Grid Style message list, click the subject of the 
message you want to reply to and then click Reply  at the top of the 
message.  
 

            
b. If youôre using the Reading Style message list, click the Reply  link below 

the header of the message you want to reply to.  
 

 
 

3. Type your reply in the Message  field. To include the original messageôs text in 
your reply, click the Add Original  Message  link.  

4. Set any other message options you want. (These options may not be available, 
depending on the course and the topic.) 
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Rate a Message  

If message ratings are being used a row of five orange stars is displayed above the 
message.  

                           

Click the number of stars you think the message deserves. Your rating is anonymous.  

Each messageôs Average Rating is displayed as a row of five blue stars. The filled-in 
stars indicate the average rating.  

                      

 

 

 

. 

Search for Mess ages 

1. Enter the topic you want to search.  
2. If the Search For  field is not visible at the top of the message list, click 

 at the top of the page.  

                 

Tip  - You can search by average rating to find the highest 
rated messages. In a big discussion, this is a good way to 
find the best messages. 
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3. Enter the terms you want to find in the Search For  field and click Search .  

                       

4. To perform an advanced search:  
a. Click Show Search  Options .  
b. Specify additional search criteria from the options displayed beneath the 

Search For  field. 
c. Click the Search  button. 

                   

 

 

 

 

 

Tip - To see all messages again, click Clear Search  at the top or 
bottom of the message list. 

 


