eCollege Course Email

All courses in eCollege have an email utility. This is used to communicate with your
instructors and other members of the class. It may be used only to communicate with
your those who are enrolled in the course.

o . DEMO- eCompanion Course
The course email is located in Teictiiton Tanes Hicks

the upper right hand corner of - Email| Dropbox | Help
the course screen.
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Email Text Body

To send an email to a E—
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Type your message here.

Send Message

Type the subject of your email in the subject dialog box and your message in the vis-
ual text editor. Click ‘Send Message’ when complete.

Adding an attachment to your email.

You may add attachments
to your emails by clicking

Subject: DEMO: ne il subject h
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tachments immediately

under the subject box.
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Add and Remove Attachments

(X1 Once you click Attach File or Save & Attach Another File, please refrain from closing the
browser or navigating away from this page. The screen will refresh when the file has uploaded
successfully.

A popup window with a
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Locate the file you wish to attach to the
email and click on the file to highlight.
Click ‘Open’ to choose the attachment.1

The file will be added to the attachment

dialog box. Click ‘Add file’ to attach the
file to the email.

Or;

To add an additional attachment click
‘Save & Attach Another File’
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Add and Remove Attachments

(X1 Once you click Attach File or Save & Attach Another File, please refrain from closing the
browser or navigating away from this page. The screen will refresh when the file has uploaded
successfully.

To select a file to attach, click Browse. If this is the last file you want to attach, click Attach File. If you
want to attach another, cl e & Attach Annther File

Note: File uploads must
be completed within 90
minutes. File size
limitations will vary
based on your
connection stability and
speed.

Fileq@ attach:

C:\Users\hicksj\Desktop\online_nz

Save & Attach Another File | Dcancel |

Attach File |

Done @ Internet | Protected Mode: Off ‘A > R10% ~

Your attachment filename will appear next to the paperclip attachment symbol im-
mediately below the Subject area of the email if the attachment was successful.

Subject:

| online_nation. pdf

DEMQ: Type email subject here
Add/Remove

Send your email with subject, text body, and attachment by clicking ‘Send Message”

All common file formats can be handled by email attachment and is limited to

10 MB file size.
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