ella Mailtool 11/6/2009

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.
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Adding the Mailtool to your site

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

Home

Schedule
Announcements
Assignments
Tests & Quizzes

Resources

Step 2: Click [Edit Tools].

[Edit Site Information | |[Edit Tools | | [Add Participants | [Manage Groups | [Manage

Test 100 MG W08

Site Description: test of assignments

Roster(s) with site access: 2008, WINTER, Test, 100,MG (Requested)
Term: WINTER 2008

Site Contact and email: Mary Glackin, mglackin@mtholyoke.edu
Available to: Site participants only

Included on public sites list:  Yes

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

# Home Description of the project, recent announcements, discussion, and chat items.

# Announcements For posting current, time-critical information.

# Assignments For posting, submitting and grading assignment(s) online.

[ Blogger A blogger

# Chat Room For real-time conversations in written form.

# Drop Box For private file sharing between instructor and student.

[ Email Archive For viewing email sent to the site.

[ Ewvaluations View outstanding evaluations from student's ePortfolic matrices and wizards

[ Fems Add XSD forms for collecting structured data in matrices and wizards

[ Forums Display forums and topics of a particular site

[ Glossary Create a glossary of terms referenced in Matrix row and/or column names

[ Gradebook For storing and computing assessment grades from Tests & Quizzes or that are manually entered.
rﬂ Mailtool Send mail to groups in your course. (Attachment-enabled) I

[ Matrices Create and use a structured, guided ePortfolio matrix

[ Messages Display messages to/from users of a particular site

1 AMeadolae Madnlae - Malakn | acenn Bodldar far senabins and araanisins Llaaemina com nnene

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.
Home
Schedule
Announcements
Compose

Assignments
Tests & Quizzes
Site Info
Resources
Section Info
Drop Box

Chat Room
Malltool

Help

users present
Samah Majadla

From: Samah Majadla <majad22s@mtholyoke.edu>

To:§ ) All Students - Select Students | Select Groups

71 All Liaisons - Select Liaisons

71 All Instructors - Select Instructors

7] All Student, Unregistereds - Select Student, Unregistereds
1 All Waitlists - Select Waitlists

[] All Digicenters - Select Digicenters

[71 All Tech Mentors - Select Tech Mentors

] All Teaching Assistants - Select Teaching Assistants

1 All Auditors - Select Auditors

Other Recipient(s):

Separate additional email addresses with commas or semicolons.

Subject: 'Test 100 MG WOS:

& Attach a file

BReaGEo V: MBI U s x <
E- R PIRA0O=-0 &

: [Z] Source

Step 3: If you want this email message sent to another recipient outside of the site, please
UbDA OEAEO &O0iI 1 Ai AEl AAAOAOO ET OEA EEAI A
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[71 All Instructors - Select Instructors

7] All Student, Unregistereds - Select Student, Unregistereds
[ All Waitlists - Select Waitlists

[} All Digicenters - Select Digicenters

[T All Tech Mentors - Select Tech Mentors

[7] All Teaching Assistants - Select Teaching Assistants

[T All Auditors - Select Auditors

Other Recipient(s):

" SCPATate B0QTLIONAl SIaT 20aTeeses WIth commas of semicolons.

Subject: 'Test 100 MG WOS8:

& Attach a file

Step 4: Compose your message and add attachments or subject if you wish.

|SubjeCt= Test 100 MG WO8: I

I A7 Attach a file I

i
&% a8 3

H ~ | Font v | Size aE @

71 Send me a copy

(‘send Mail) (‘Cancel)

Step 5: If you want a copy of the message to be sent to yourself, check the box marked
OOAT A I A A AibPUbS
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7] Send me a copy

(send Mail) (Cancel)

Step 6: Click [Send Mail] to send your email, or click [Cancel] to cancel any changes you
have made.

"1 Send me a copy

(Send Mail) (Cancel )
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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.

Home stambbres
Schedule Options
Announcements

Assignments Compose

Tests & Quirzes From: Samah Majadla <majad22s@mtholyoke.edu>

Site Info .
Resourcas To: [ All Students {Select Students | Select Groups
Section Info [71 All Liaisons { Select Liaisons

Drop Box [ All Instructors {§ Select Instructors

Chat Room
Malltool 7] All Student, Unregistereds} Select Student, Unregistereds
Help 71 All Waitlists | Select Waitlists
users present: [] All Digicenters | Select Digicenters
Samah Majadla 7] All Tech Mentors||- Select Tech Mentors

] All Teaching Assistants}- Select Teaching Assistants

1Al Auditorsl Select Auditors I

Other Recipient(s):

Separate additional email addresses with commas or semicolons.

Subject: 'Test 100 MG WOS:

4 Attach a file

BEE o ¢ 4L iB I U & x, ¥
G-&: e t:RA0O0—-0Q &

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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Compose

From: Samah Majadla <majad22s@mtholyoke.edu>
To: ] All Students - Collapse Students | Select Groups

[] Peterson, Ronald [ teststudent
[ mpglackin@gmail.com

71 All Liaisons - Select Liaisons
[ All Instructors - Select Instructors

] All Student, Unregistereds - Select Student, Unregistereds
[ All Waitlists - Select Waitlists

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.

[_] All Tech Mentors - Select Tech Mentors

[7) All Teaching Assistants - Select Teaching Assistants
[7] All Auditors - Select Auditors

Other Recipient(s):

semicolons.

Subject: 'Test 100 MG WOS:

ﬁ Attach a file

Step 5: Compose your message and add attachments or a subject if you wish.
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ISubject: Test 100 MG WOS8:

11/6/2009

A Attach a file

’ Style ~ | Format |~ | Font

Y =l

v Size

1 Send me a copy

(‘send mail) (‘cancel)

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.

Home

Schedule

Announcements
Assignments Compose
Tests & Quizzes
Site Info

Rieosican To: [ All Students - Select Students | Select Groups

From: Samah Majadla <majad22s@mtholyoke.edu>

Section Info 71 All Liaisons - Select Liaisons
Drop Box
Chat Room
Malltool

71 All Instructors - Select Instructors

(] All Student, Unregistereds - Select Student, Unregistereds

Selection View: There are four choices available in the drop down list:
1 Users Z A simple listing of all users sorted alphabetically.
1 Users by Role z 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.

9 Side by Side Z This provides two selection lists side by side.

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

Copies:$ AOAOI ET AO ET x AI DPEAO T &£ OEA 1 AOGOACA

AOA

#1 DU O 3A1 £6 Al @ ranhelite® besént tdyoukdmAiladdfess OAT O &

every time you create a message.

Reply-to: Determines how email replies will be handled. The default behavior is for replies

O0i AA AEOAAOCAA O1 OEA OAT AAOBO Al Akcected AAOAOOS
thereply-OT AAAOAOO-ORDA UL ARD 1 @i8li OET 1 Ul EAB8AAO8G

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.
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