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The ella Mailtool 
 
(mailtool2.5.3.5) 
 
The ella Mailtool allows you to send individual, multiple, or mass emails to your site 
participants quickly and easily. 
 
Note: This tool does not create an archive of sent emails.  To create an archive of emails 
sent to the whole site, use the ella Email Archive tool. 

Table of Contents 

Adding the Mailtool to your site ....................................................................................................... 2

Send Mass Email to All Participants ............................................................................................... 3

Send Email to Specific Participants................................................................................................. 6

Adjust Default Options ........................................................................................................................ 9

Questions? ............................................................................................................................................. 10
 

 
 
 
 
 
 

 
 
 
 
 



ella Mailtool  11/6/2009 

 Page 2 of 10 

Adding the Mailtool to your site 
 
Step 1: Click [Site Info] in the site to which you wish to add the Mailtool. 
 

 
 
Step 2: Click [Edit Tools]. 
 

 
 
Step 3: Place a checkbox next to the Mailtool tool. 
 

 
 
Step 4: Scroll down to the bottom of the screen and click [Continue] and then [Finish]. 
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Send Mass Email to All Participants 
 
Step 1: Click [Mailtool] in the left side menu bar. 
 
Step 2: Place a checkmark in all the boxes next to [All X] where X is the role you wish to 
email. For example, if you want a message to go to all students, then click the All Students 
box. 
 

 
 
Step 3: If you want this email message sent to another recipient outside of the site, please 
ÔÙÐÅ ÔÈÅÉÒ ÆÕÌÌ ÅÍÁÉÌ ÁÄÄÒÅÓÓ ÉÎ ÔÈÅ ÆÉÅÌÄ ÎÁÍÅÄ Ȱ/ÔÈÅÒ 2ÅÃÉÐÉÅÎÔɉÓɊȡȱȢ 
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Step 4: Compose your message and add attachments or subject if you wish. 
 

 
 
Step 5: If you want a copy of the message to be sent to yourself, check the box marked 
ȰÓÅÎÄ ÍÅ Á ÃÏÐÙȱȢ 
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Step 6: Click [Send Mail] to send your email, or click [Cancel] to cancel any changes you 
have made. 
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Send Email to Specific Participants 
 
Step 1: Click [Mailtool] in the left side menu bar. 
 
Step 2: To select individuals from a group, click the [Select] link next to a role.  For example, 
to send to specific students, click the [Select Students] link. 
 

 
 
Step 3: With the individuals from a particular role displayed, place a checkmark in the box 
next to the individual(s) you wish to email.  This example shows the 3 students in the 
course. 
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Step 4: If you want this email message sent to another recipient outside of the site, please 
type their full email address in the [Other Recipients] field. 
 

 
 
Step 5: Compose your message and add attachments or a subject if you wish. 
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Step 6: Click [Send Mail] to send your email. 
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Adjust Default Options 
 
At the top of the Compose screen will be a link titled [Options]. Changing the settings on the 
Options screen will set the default behavior for the Mailtool for the entire site. 
 

 
 
Selection View: There are four choices available in the drop down list: 
 
¶ Users ɀ A simple listing of all users sorted alphabetically. 

 
¶ Users by Role ɀ This is the default interface and is the most flexible interface 

available.  This is the interface used in this manual, so if you change to another 
interface, previous instructions may no longer apply. 
 

¶ Side by Side ɀ This provides two selection lists side by side. 
 

¶ Scrolling List ɀ This provides a single scrolling list that allows rapid selection of sets 
of lines based on Ctrl-clicks and Shift-clicks. 

 
Copies: $ÅÔÅÒÍÉÎÅÓ ÈÏ× ÃÏÐÉÅÓ ÏÆ ÔÈÅ ÍÅÓÓÁÇÅ ÁÒÅ ÈÁÎÄÌÅÄȢ 0ÌÁÃÅ Á ÃÈÅÃËÂÏØ ÉÎ ÔÈÅ Ȱ3ÅÎÄ 
#ÏÐÙ ÔÏ 3ÅÌÆȱ ÂÏØ ÉÆ ÙÏÕ ×ÁÎÔ ÅÍÁÉÌÓ ÓÅÎÔ Ærom the site to be sent to your email address 
every time you create a message. 
 
Reply-to: Determines how email replies will be handled. The default behavior is for replies 
ÔÏ ÂÅ ÄÉÒÅÃÔÅÄ ÔÏ ÔÈÅ ÓÅÎÄÅÒȭÓ ÅÍÁÉÌ ÁÄÄÒÅÓÓȢ )Æ ÔÈÅ Ȱ$Ï ÎÏÔ ÁÌÌÏ× ÒÅÐÌÙȱ ÏÐÔÉÏÎ ÉÓ selected, 
the reply-ÔÏ ÁÄÄÒÅÓÓ ÂÅÃÏÍÅÓ ȬÎÏ-ÒÅÐÌÙͽÅÌÌÁȢÍÔÈÏÌÙÏËÅȢÅÄÕȢȭ 
 
Message format: Determines whether to compose emails in plain text or the built-in rich-
text editor. 
 
Click [Update defaults] to update your Mailtool options or [Cancel] to cancel any changes 
you have made. 
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Questions? 
 
Contact the help desk at 413-538-2600 or your LITS Liaison. 


