Email Options in BlazeVIEW

BlazeVIEW has its own mail system which you can use to communicate with the instructor and other
students in your online classes. This mail system is internal to D2L and is completely separate from
your VSU email account.

BlazeVIEW Email Tool

With the email tool, you can read and send email messages, organize received mail using folders,
and store email addresses using the Address Book.

1. From the Minibar, click on Message Alerts (envelope icon)
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2. Or, from the Navigation Bar within a course, click Communication > Email
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3. Once you have opened the Mail page, by default, BlazeVIEW will display your Inbox, where all
new incoming messages are stored. If you are accessing your email from within a course, the
email will automatically be filtered to only display the emails connected to that course.
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Reading a Message

1. Select the Inbox to read messages from each of your BlazeVIEW courses.
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2. Filter email for each course or for all course offerings using the Filter By list.

e To view all messages you have received regardless of course section, including assignment
submission receipts, select All Messages.

e To view only the emails connected to a particular course, or even a specific section within a course,
click on the name of the course or section in the Filter By context menu.
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3. Select the message subject, and the message will be displayed in the message preview section in
the bottom half of the page.
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Creating a Message

1. Select the Compose button. A new message composition window will open where you can write
your message and indicate who you want to send it to.
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2. If you know the BlazeVIEW username of the person you want to send a message to, enter it in
the To field. Or, select the Address Book button to choose message recipients.

m Save as Draft Address Book
To I I

Add CC or BCC

Subject ‘ ‘

3. Filter the Address Book by class or use the search bar to look up a recipient. Check the checkbox next to
each desired recipient’s name. Scroll to the bottom of the list to see additional pages of recipients.

4. Click on the To, Cc, or Bcc links to add the checked recipients to those boxes.

5. Select Add Recipients.

Address Book X
Select one or more recipients, then click on the To, Cc, or Bec links to add them to the Recipients -
area. Once you select all your recipients, click Add Recipients to add these recipients to your new
message.
Recipients:
To:
Cc:
Bcc:
F“tﬂrﬁvi| VSU D2L Student Tutorial CO2 ~ Folder:| Address Book
| Q, | Show Search Options
4 To Cc Bec
|7'\ Last Name, First Name Email Address Role & Type
3 |‘_/\ Student, Example Biology exbiostu@vsu.view.usg.edu Student Internal Email
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Replying to a Message

1. Open the message you want to reply to.
2. Click on the Reply button within the Message Preview section of the page.

From "VSUTest Instructor" <InstructorTest@vsu.view.usg.edu>

To "elearning Student12" <elearning.Student12@vsu.view.usg.edu>
Received Oct 1, 2020 9:45 AM

Course Offering eDegree Template Course

Subject D2L Test Course

Hello!

Welcome to the D2L Test Course! | am looking forward to working with you this
semester.

Reply Reply All Forward MoveTo More Actions s

3. Compose your message and click Send.

m Save as Draft Address Book
To

"VSUTest Instructor" <InstructorTest@vsu.view.usg.edu> x

Add CC or BCC

Subject
RE: D2L Test Course
Body
S P O - Paragraph ~ B I U «~ o

Type your reply here.

|“ Save as Draft Cancel
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Sending Email from the Classlist
Send email messages to one, several, or all Classlist members at once. When emailing multiple class
members using the Classlist, BlazeVIEW adds the email addresses in the Bcc field. Keep them there

so that individual users are not identified if you are sharing sensitive information.

Emailing the Entire Class from the Classlist

1. From the Navigation bar, select Communications > Classlist.

Course Home Content Assessments v Communication v Resources v

Chat

Classlist

Discussions

Email

2. Select Email Classlist.

Classlist

Email Classlist
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3. At the bottom of the page, select Send Email.

Total Users: 27

4. Enter the subject of the email.
5. Enter the body of the message.

6. Select the Send button when complete.
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Emailing Individual Members from the Classlist

1. Select the checkboxes next to the users who should receive the email.

2. Select the Email option.
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3. Enter the subject of the email.

4. Enter the body of the message.

5. Select the Send button when complete.

For more information or assistance, call 229-245-6490 or email blazeview@valdosta.edu.
For 24/7 BlazeVIEW or GoVIEW assistance, call 855-772-0423 or visit GeorgiaVIEW Help Center.
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