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Lesson 1: Mall

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

Click Email in the course navigation bar.

Click on Address book .

Check the box at the top of the list to select all students and staff in your course.
Click on the BCC button.

Click Add Recipients .

Type your message.

Click send. A copy of the message should appear in your inbox.

NoohkhwhpE
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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:
e Project due dates
e Virtual office hours
e Exam and test information
e 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

Mo Events

S

e Click the Schedule link on the navigation bar

P —
My Home Email Lockegy Schedule)Blog
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Adapted from materials created by Desire2Learn



Communication Tools The University of Akron

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.

Mow 2007 -

e ———T
5 P -

1 2 3
4 5 68 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

MNovember % | 2007

Add Event
Import Events
Wiew Printable

Todav's Events

w2 ] [a B O

Helo

@ all events)

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

Manth

November 1

My Personal Event &
personal
This is a personal event.

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 ﬂ Previous and I! Next buttons, or by selecting a
month from the drop-down list beneath the calendar.

S MTWTF
12 3
4 5 6 7 8 9 10

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

MNovember % | 2007
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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.

2.

8.

Select the Events link from the Events widget or select the Schedule link in the
navigation bar.
Click the Add Event link. The Add New Event page displays.

Title: ®
Date: |Novernber |1 %2007 v ||z
Link: |http://

Type: () personal

® Ins&lctor].? Test Course (Course Offering)

Description:

v
C1n HTML
[ show more options ]

Type the Title of your event.

Select a Date either using the drop-down list or by clicking the Select Date icon
=l peside 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.

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

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.

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

o HTML Editori@

o Spell Cheﬂz

0 Preview E

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.

Title:

Date: |November |1 v |2007 [
Link: |http://

Type: (O personal

® Insﬁlctorﬁ‘ Test Course (Course Offering)

Description:

Cin HTML
[ show more options ]

Cancel Save

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 Editori@

o Spell Ch%z

o0 Preview E

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.

2.

Select Events from the Event widget or select the Schedule link from the

navigation bar.

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

S MTWTF s
1

4 5 6 7 8 9 10
11 12 13 14 15 16
18 19 20 21 22 23 24
25 26 27 28 2fh30

MNovember bﬁ[]? v

Add Event
Import Events
View Printable

El & o

Today's Events

Show all events v

||q

3. Click the View Printable

November 1

Day

P S U

Week

Search

My Personal Event
personal
This is a personal event.

November 17

& o

Homework Assignment#1 Due

Use the dropbox to submit the assignment

link.

0 Add Event

Import Events

C & Vview Printable )
|76 Today s Ewvents

4. Us e

2 Help

Show all events

t he

5. Click Close.

w

browser 6s

proi

nt

funct

ifonal ity
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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:

Pictures, quotes, news stories, etc.

URLs which may be of general interest

Online agendas outlining online weekly activities

Quiz announcements

Links to assignments

QuickLinks to various updated areas of the course site (new content, survey,
quizzes)

Too Joo Too oo o o

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.

o TN )

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.

Ver. 2007.10.30 Page 11 pstrain@uakron.edu
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o Go Back Save and New | Save |

General

* Headline: |Room change for Friday!

* Content: [ |In HTML -

wWe will be in Bierce Library Room 61 on

Friday, November 30.
You can cut and paste from
Microsoft Word and all

formatting will be retained.

Availability

Show Start Date: [ | Show Start Date Beside Headline

Start Date: | November |8 w|2007 || -
i | Now
at|5 % |06 »|PM »

End Date: [ ]Remove News Item based on End Date

at

Attachments

Add a File

Additional Release Conditions

You must first save the News item before you can add Release Conditians.

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.
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Add a News posting for a future date

If you set a posting® 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 fFuture 0shown in blue beside the headline.

Ver. 2007.10.30 Page 13 pstrain@uakron.edu
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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.

News e Change Crder I Add I

» Room Change ‘ Edit >

Class meets in Bierce Library Room 61 today

2. Make your required changes.

Edit Ttem

>, Edit
Tnews O
) Go Back Save and New | Save |
General

* Headline: |Room Change

* Content: []In HTML -y
Class meets in Bierce Library Room 61
today

Availability

Show Start Date: [ ] Show Start Date Beside Headline

Start Date: | November |13 + | 2007 w |[@ ¢
| Now
at|1 % |01 ¥ |PM w

End Date: [ |Remove News Item based on End Date

at

Attachments
Add a File

Additional Release Conditions
Attach Existing | Create and Attach Remowve All Conditions m’

There are no conditions attached to this item.
3. Click Save.
Ver. 2007.10.30 Page 14 pstrain@uakron.edu
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Change the Order of News Postings

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

News @ Change Order ) Add

———

r Assignment 1 Due (Future) Edit

Make zure yvou submit assignmentz1 by 2:00 today.

r Room Change Edit

Clasz meets in Bierce Library Room 61 today

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.

_:=—| News % :lt‘:‘:n 'LT Re-Order
ve
Grouping f News Items Start Date | End Date fSort Drdeh
Assignment 1 Due Mow 30, 2007 - 1w
Room Change Mow 13, 2007 - \ 2 W /
N
Save
3. Click Save
Tip i Items display in ascending order
Ver. 2007.10.30 Page 15 pstrain@uakron.edu
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Delete a News Posting

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

‘ News 2] Change Crder Add

—
r Assignment 1 Due (Future) Edit

Make zure yvou submit assignment£1 by 2:00 today.

¥ Room Change Edit

Clasz meets in Bierce Library Room 61 today

2. Click the checkbox to the left of news item that you want to remove. Click the
Delete T icon at the top of the list.

= Yo New
|}§| MNews Item ]_TJl Re-Order

Search For: Search | Show Search Options

D@ 20 % | per page

Title Start Date End Date Actions

[[] Room Change Mowv 13, 2007 - &F m'

Class meets in Bierce Library Room 61 today

pssignment 1 Due (1) Nov 30, 2007 - & 1

Make sure you submit assignment#1 by 2:00 today.

|:| m’ 20 v | per page

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.

Ver. 2007.10.30 Page 17 pstrain@uakron.edu
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Pager Settings

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

My Home | Email | Locker | Schedule

SPRINGBOAR g Springboard! - The University of Akron

No news.

My Courses a

+ Instructor0l
+ Instructor02

Welcome, Instructor03!

ettngs:
+ My Preferences

el e
+ My Password

+ My Locker

+ My Personal Homepage

&+ Instructor03
+ Instructor04 Suzanne

v Instructor06 Suzanne

+ Instructor0?
Updates a

1 New Email Message

Events @

No Events

Desire2Learn

2. Select Appear Offine whi ch i s wusef ul if you are worKki
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

Ver. 2007.10.30 Page 18 pstrain@uakron.edu
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3. If using a screen reader the Navigation bar auto -refresh should be turned off.

General Paging Discussions Email Pager

e —
|
Online Status: k ONLINE ‘

avigation bar auto-refresi®

®on O off

Font Settings: i i
on ings Turn off if using a screen

reader.

Face: |Verdar‘|a V| Size: |‘11 Vl

Preview:

The guick brown fox jumps over the lazy dog.

Course CD-ROM: (Does not apply to Mac users)

Drive Letter: a

Operating System:

Email Preferences Saved Successfully on Oct 30, 2007 9:25 AM
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Send a Page

1.CIickthePagericon-in the navigation bar or click
2. Click New Page.

(.-: Send Page

| “ % http:/fdemo82. desireAearn. com/d2l/tools fpager fsendPage.asp? ¥

Send Page

Cancel

& nternet & 100% <

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.

Receive a Page

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

A Notification by sound
A Notification by a signal

A The word mF’\/\zillcjpeadtisplayed in green part of the Page icon

Click the m icon to view your message.
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View Pager Log

To view a log of the pages you have received click the ﬂ button besi de
and then click one of the message lines to view the conversation history.

Add a Contact

Click the Pager icon -

Click the Add button.
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.

Add A New Contact
© Add a Known Contact

Enter the username of the Contact you want to add:

@ Add Classmate(s)

Choose a class to select contacts from:

wn e

Select contact(s), then click Add.

Cancel Add
| Cencel |

4. Click the Add button.

Ver. 2007.10.30 Page 21 pstrain@uakron.edu

Adapted from materials created by Desire2Learn



Communication Tools The University of Akron

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 message® 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.

Let's talk about...

i) Compose 7 Refresh % Hide Search | {5 Settings View: | Threaded v
stuff!

Search For: Search | Show Search Options
O = 20 |%| per page
= lm Subject Authored By Date

] i Doos Instructor02 Instructor02 Nov 7, 2007 1:48 PM

O snow Instructor 08 Nov 7, 2007 1:48 PM

O School Spirit! Instructor0l Instructor01 Nov 7, 2007 1:47 PM

O -.college mascots Instructor06 Account Nov 7, 2007 1:44 PM

Fl (=] 20 ¥ | per page
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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 message® header to tell the system when youde
read a message.

Dogs! lﬂ
Instructor02 Instructor02 - Nowv 7, 2007 1:48 PM

Mark Unread [Reply] More actions... %

Ain't he something?1771717?

| ] Buster.mht (5.15 MB)

unread!
SNOW

Instructor 08 - Nowv 7, 2007 1:48 PM

Mark Read [Reply] More actions...

its cald... very important to know

unread!
School Spirit!

Instructor0l Instructor0l - Nowv 7, 2007 1:47 PM

Mark Read [Reply] More acticns...

U& has more school spirit than any other university! Go Zips!

unread!
..college mascots

Instructor0s Account - Nov 7, 2007 1:44 PM
Mark Read [Reply] More actions...

Remember to vote for Zippy every day.

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).

My Home | Email | Locker | Schedule

SPRINGBOAR g Springboard! - The University of Akron

Mo news.

Welcome, Instructor03!

My e My Courses [A]

My Preferences
» My Preferences \ Instructor0l

» My OISO ress
» Instructor02
» My Pazzword P
» My Locker v Instructor03

» My Personal Homepage + Instructor04 Suzanne
My Personal Homepage

v Instructor06 Suzanne

+ Instructor0?
Updates 6

1 Mew Email Message

No Events

Desire2learn
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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

General Paging Discussions Email Pager Ficture
Library

v Choose a
<b=Default View
Type</b= from

Personal Settings

the dropdown and Display Settings: [ |Show the discussion topics list @
press the
heSaves/bs []Show the search bar ¢
button. Show the preview pane &
+ To change your o )
settings, select the Default Message List Wiew: &) Threaded View

<b=>Show</b= or

<b>Hide</b> C un-threaded View @
aptions and pra&

the <b=Save</b> Message List Style: @ Grid Style @
button at the

bottormn of the O Reading Style @
page.

Meszage Fields to Display: [ |Message Id &

Character Limits: [_|Limit the number of characters of the subject to display in the Message List
Subject Characters to Display: I:I L7

Reply Settings: Include original message text in reply &}

Home Save
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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 youde 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 you@e 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 user® 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.

0 Mew Email Messages

0 New Dropbox
Submizsions

3 Unread Discussion
Messages
0 Broken Links

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
fAiropics with Unread 0 from the Display drop-down list at the top of the page.

Forums & Topics List

‘=l Forums & ] New L ) New ]] Re- =
- Topics List L'D Forum I"v_—:I Topic Copy -LT Order T_m Delete

isplay: | Topics with UnrD

Title Actions

Welcome!

Let's talk about...

4 messages - 3 unread

stuff!

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

Let's talk about... ™

%] Compose @Refresh = Show Search @)Settings
stufft
O =
= || Subject
I Doas!
snow

School Spirit!

--.college mascots

Oo0Oo0oono
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Create a Forum

Forum l
Topic l
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 forum& 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.

| New
1. Select Discussions - New Forum —— Ferum

B —,
E Forums & Topics List " ~'| New Forum I“

Properties || Restrictions

Cancel Save & Add Topic | Save |

New Forum Details

* Title:
[[] Create a new topic in this forum with the same title
Description: [ In HTML 'Qb}

Options: [] Allow anonymous messages

[ Meszages must be approved before being displayed
Availability

@ Show forum wisibility options

Locking Options

@ Show locking options

Cancel Save & Add Topic | Save |

Enter a Title for the forum.

Enter a Description .

Set any forum options you want.

Click Save or Save & Add Topic to save the forum and create a new topic within
it.

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

=] T
E Forums & Topics List -fv_',- New Topic Ih

Properties || Restrictions || Aszeszment || Activities

Cancel Save and New | Sa\re|

Mew Topic Details

* Forum: | Algebra Course | [New Forum
* Title:
Description: [ ]In HTML "".}

Options: []Allow anonymous messages

[ Messages must be approved before being displayed
Availability

(¥) show topic visibility options

Locking Options

@ Hide locking opticns
Locking @ Unlock topic
Options:

O Lock topic

O Unlock topic for a specific date range
Has Start Date

at
Has End Date

at

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 course® schedule.

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.

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.

Forums & Topics List

=l Forums & 9 New L) New jj ]IJ‘L Re- =
“~" Topics List V| Forum v Topic Copy Order TI“ Delete

Display: | All Forums and Topics -
Title Actions
=
Week 1 Discussion w2 &

We will discuss current events for the week.

Current Events Week 1 @'

0 messages - 0 unread

Please discuss current events for the week of Nov 13.
Welcomel

Let's talk about...

4 messages - 3 unread

stuffl

3. If the options in the Locking options section are not visible, click Show locking
options .
4. Select the options you want:
A 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.
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A 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.

Edit Topic Details

* Forum: | Week 1 Discussion || [New Forum

* Title: |Current Events Week 1

Description: [ ]In HTML

Please discuss current events for the weelk of Now
13.

Options: [ ] Allow anonymous messages

[]Messages must be approved before being displayed

Availability

@ Show topic wisibility options
Locking Options

@ Hide lockig

ng Options: O Unlock topic

® Lock topic

O unlock topic for a specific date range
Has Start Date

at
Has End Date

at

Cancel Save and New | Save |

5. Click Save.
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Post a Message

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

%] Compose

2. Click

Compose - Introduce Yourse

New Message Details

Forum: Introductions

Topic: Introduce Yourself

Subject: |Sue's Intro

Message: [ |In HTML .

Pinned messages always
Message Options: appear at the tOp of the IiSt,
Attachments regardless of how the list is

sorted or displayed.

Add a File

Type a Subject .
Type your Message .

Click the HTML Editor E icon if you want to format your message.

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

7. Click Post.

og ~ow

** |f 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 1 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.
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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 fDrafts 0 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 you@e 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.

e View Hessag’ @

Dogs!

Instructor02 Instructor02 Now 7, 2007 1:48 PM

b.1f youdre using the ReadiRepglligkbglbwe me s s a
the header of the message you want to reply to.

Dugs!@
Instructor02 Instructor02 - Nov 7, 2007 1:43 PM

Mark Unread Mc:’e actions...

Ain't he something?1771217

Buster.mht (5.15 MB)

3. Type your reply in the Message field. To include the original message® 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.

O

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

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

Average Rating: ** *F’n‘?"’k

(7 ratings) 1

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.

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

—=+ Show Search

at the top of the page.

Let's talk about... ™

] Compose @REfrESh =+ Show Search 'C’;%}SEttings
stuff!

O =
= || Subject
Fl @ Clogs
F SNow
| School Spirit!
Fl ...college mascots
O =
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3. Enter the terms you want to find in the Search For field and click Search.

% Compose @Refresh =+ Hide Search .S‘g_:. Settings

stuffi

<5E{|'IFDF: Search | Show Sea '@

O =
= ] Subject
F lm Dogs
F snow
F School Spirit!

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.
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