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Communicating with Springboard!  
 

 

 

 

 

As a faculty member, you will have the ability to communicate with your students in several 

ways.  Your students will also be able to communicate with you.  Here are some 

recommendations that you can pass along to your students in respect to communicating with 

you. 

 Students should use the DropBox to turn in assignments.  This will submit the 

assignment via Springboard! and will limit unnecessary email to your Outlook email 

account.  

 When a student emails faculty, encourage them to use a standard Subject, such as 

course number.  This will allow you to quickly review messages in the Inbox and open 

messages with intent.  Also, you can incorporate the use of Outlook Rules, based on the 

email Subject line, into your Outlook use.  For example, you can create a rule that 

automatically moves all messages received with a certain Subject to a certain Folder.   

As a faculty member using Springboard!, you have the ability to communicate with students in 

several ways such as: 

 DropBox 

 Classlist 

 Email 

Note :  A copy of messages sent from Springboard! will not be stored in your Outlook Sent 

folder.  If you want a copy of the message sent, you will want to add yourself to the message 

via the Bcc field.  You will then get the message in Outlook and you can organize and store 

the message as you desire. 

 

All of these options can be found in the course navigation bar located at the top of the 

Springboard window. 

  

The major difference between the email in WebCT and Springboard! is that all of your 

email will be directed to your uanet account, therefore, you will use your 

uanet@uakron.edu email account to access all of your email. 

You can send new email messages from within Springboard!, however, you MUST 

access incoming email from your University of Akron (uanetid @uakron.edu) email 

account. 

    

mailto:uanet@uakron.edu
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DropBox  

Use the DropBox when you need to communicate with a student in reference to the assignment 

they submitted.   

1. Click on the Dropbox  option from the course navigation bar. 
 

2. Select the Dropbox folder by clicking on the folder name. 
 

 
 

3. Click the name of the person you wish to email.  To select multiple recipients select the 

checkbox next to each of the names and then click the email  icon.  
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4. Enter a Subject .  Just as you can recommend a Subject for all communications coming 

to you, you can also use a standard Subject in the event of a reply.  You will then be 

able to easily spot an email message based on the Subject. Also, if you decide to 

implement the use of rules, replies to your messages will be consistent for how rules 

automatically work within Outlook Mail. 

5. Enter a message in the large edit box.  

6. Click on the Send  button. 

   

  

Note:  You may wish to refer to the Evaluation and Assessment manual for instructions on 

emailing all students who have not submitted a dropbox assignment.  This manual can be 

found at the following location:  

http://www.uakron.edu/its/learning/training/SpringBoard.php 

http://www.uakron.edu/its/learning/training/SpringBoard.php
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Classlist  

Use the Classlist when you need to communicate to the entire class.   

1. Click on the Classlist  option from the course navigation bar. 

 
 

2. To email one student, locate the student and then in the Email  column, click on their 

email address. 

 

3. To email the entire class, click on the link for Email everyone in the Classlis t at the 

bottom of the list. 
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4. Enter a Subject .  Just as you can recommend a Subject for all communications coming 

to you, you can also use a standard Subject in the event of a reply.  You will then be 

able to easily spot an email message based on the Subject. Also, if you decide to 

implement the use of rules, replies to your messages will be consistent for how rules 

automatically work within Outlook Mail. 

 

5. Enter a message in the large edit box.  

6. Click on the Send  button. 
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Email  

Use the Email option to send an email to any student in any of your courses.   

1. Click on the Email  option from the course navigation bar. 

 
 

2. Click on the Address Book   link to open your Address Book. 
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3. Locate the student(s) that you need to send an email to.  To the left of their name, click 

in the checkbox with the mouse.  Then, click  on the To, Cc, or Bcc  links at the top of 

the list of names for how you want this message to be sent to the student.   

 

4. Click on the Add Recipients  button to return to a message form. 

 
 

5. Enter a Subject .  Just as you can recommend a Subject for all communications coming 

to you, you can also use a standard Subject in the event of a reply.  You will then be 

able to easily spot an email message based on the Subject. Also, if you decide to 

implement the use of rules, replies to your messages will be consistent for how rules 

automatically work within Outlook Mail. 

 

7. Enter a message in the large edit box.  

6. Click on the Send  button 
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Creating Folders in Outlook  
Remember, all of your email will be directed to your uanet account, therefore, you will use your 

uanet@uakron.edu email account to access all of your email.  Due to this change, it is 

recommended that you create folders within Outlook Mail to assist with keeping your email 

organized. 

Steps  

1. In your Outlook Inbox, locate the Inbox  in the Navigation Pane. 

 
 

2. Right click with the mouse over the Inbox folder. 

 
 

mailto:uanet@uakron.edu
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3. Select the option for New Folder . 

 
 

4. In the Name field, enter a name for this folder.   

TIP:  Create and name the folders for each course you are teaching that semester.   

 

5. Click on the OK button. 

 

6. Follow Steps 2-5 until you have created all necessary folders.  

 

7. The folders will now display and can be used to store email messages. 

 

Discussion  

You have just created folders within your Inbox.  What does this mean?  This means that 

you can take any message from your Inbox and move it into a ñclass folderò for organization 

purposes.  You will have access to these folders (and messages) from your local Outlook 

and via the Exchange Server.  It is important to keep in mind that you have a maximum 

storage limit of 100MB so it would be good practice to remove large attachments from email 

prior to storing the message in a folder created within your Inbox.  
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Removing Attachments from Email Messages  
Before filing a message for storage and organizations purposes you can remove large 

attachment.  You would do this to prevent using all of your 100MB storage space on the server.  

Before you remove the attachment, you may want to save the file to My Documents (or a class 

folder within My Documents). 

Steps  

1. From the open message, right click over the attachment. 

 
 

2. If you want to save the attachment prior to removal, select the option for Save As . 

 
 

3. Locate the folder you want to store the file in.  Click on the Save button. 
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4. To delete the attachment from the email message, right click on the attachment and 

select the option for Remove . 

 
 

Notice the attachment is no longer displayed in the header information. 

 

5. Close the email message by using the Close button in the upper right corner.  

 
 

6. Click on the Yes button. 

7. The Inbox returns and the message no longer contains the attachment. 
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Moving Messages  
To keep track of student emails in an organized and efficient manner, you can move your 

messages from the Inbox into the folders that you created for each of your courses that 

semester.  There are several methods for moving messages such as: 

 Drag and Drop 

 Right Click on Message 

 Move to Folder Button in an Open Message 

Steps:  Drag and Drop  

1. Click on the message one time in the Inbox to select it.  

2. Still over the message, hold down the left mouse button and ñpickò the message up and 

move it over top of the folder for the course the student is associated with.  Drop the 

message (let go of mouse button) and the message will be stored in the folder.   

Steps:  Right Click on Message  

1. Right click over the message in the Inbox. 

2. Select the option for Move to Folder . 

 
 

3. Click on the folder in the Move the selected items to the folder  frame. 

4. Click on the OK button. 
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Steps:  Move to Folder Button in an Open M essage  

1. Open the email message. 

 
 

2. Click on the Move to Folder  button on the Ribbon in the Actions group. 

 
 

3. Select the folder from the list.  

4. You are returned to the Inbox and the message has been moved to the selected folder. 
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Moving Folders from the Inbox to Personal Folders  
At the end of the semester you will have email from the students in your courses stored in 

named folders in your Inbox.  This was convenient for you during the semester because you 

would always have access to the messages, regardless of how you accessed your email 

account.  Furthermore, after the semester you will probably no longer need immediate access to 

these messages, but you may want to keep them for possible future use.  In this case, you can 

move the folders to Personal Folders which are stored on your local machine.  After you move 

the folders, you can back-up all Personal Folders as a precaution for future problems.  Also, 

keep in mind, any messages stored in your Inbox (folders or in your Inbox list) are included in 

your 100MB storage limit so you will want maintain your Inbox (and folders within).  

 

 

  

Move folders from 

Inbox (on server) 

To Personal Folders (stored 

on local hard drive. 




