D2L Brightspace — Daylight Experience
The Email Tool

University Information Technology Services

Technology Outreach




This document may be downloaded, printed, or copied for educational use without further permission
of the University Information Technology Services Division (UITS), provided the content is not modified
and this statement is not removed. Any use not stated above requires the written consent of the UITS



University Information Technology Services

D2L Brightspace® - Daylight Experience : The Email Tool

INEFOQUCTION ...t b bbbttt b ekt b e bt bt et e e et e b et e bt bt ebeane s 4
LEAINING ODJECTIVES. ... ..t b bbb e bbbkt b e bt e e b e bbbt b b enes 4
TNE EMAI TOOL.....eeee ettt b bbbttt ettt b e s 5
Checking Email from the My HOME PAQE .......cc.oiiiiiiiieic et s 5
EMAITING FrOM YOUT COUISE ...ttt ettt bbbttt b bbbt 6

Sending an Email to One Student or a Group Of STUAENTS ..........coiiiiiiiiirieeee e 6

Sending an Email to EVEryone iN @ ClASS..........oouiiiiiiiiiiisieeeee e 8
Checking fOr EMail MESSATES........couiiiieiiiieieie sttt bbbttt bbb 9
Creating Folders to Store EMail MESSAJES .........coveriiriiriiiiiisiesie e 11
Moving a Message from the INDOX 0 @ FOIAE ..o 12
Moving a Message from the INDOX 0 the Trash............ocoiiiiiiiiii e 13

AAITIONAI HEIP <.ttt bbbttt b b 13






D2L Brightspace enables you to email other students or faculty at Kennesaw State University. With the
Email tool, you have the ability to email one or more students as well as your entire classlist.

When you log into D2L Brightspace, you have the ability to quickly and easily check for new email from
the Minibar. Using the Minibar, you will be able to view new email notifications and access email from
all of your courses.

1. Whenever you receive an email in D2L Brightspace, you will receive an alert via the
icon. When you receive an email, a red circle will appear next to the Message Alert icon.

2. From the My Home Page, click the icon on the Minibar.
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3. Click to access your inbox.

: This inbox will contain your email from all of your courses. If you wish to view email from a
specific course, or email to students in a specific course, it is recommended that you access that
course.
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D2L Brightspace gives you the ability to send an email to every person in a class. The following steps
explain how this can be done:

1. From the My Home Page, click the
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2. Selectthe that contains the student(s) who will be receiving your email message.

UITS Training 21 - ui

3. Click

4. Click the button.

5. Alist of participants who will receive your email loads in the Email Classlist window. Scroll down
to the bottom of the page and click the button.
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6. A window will appear where you can compose your message.

: By default, students that you select will appear in the Bcc field.
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2. Click to access your inbox.
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The following explains how to create folders to store email messages that you receive:

1. Inthe Inbox, click the button.

Inbox

2. Click

3. Entera and, if needed, select a for the folder to reside in. When
finished, click the button.

New Folder

Foider Type
® Message Folder

Contacts Folder

Folder Name
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