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Using the Messages Tool:

1. In the Sakai site, select “Messages” from the left hand menu.
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2. At the top of the screen, click the tab labelled “Compose Message”.

COMPOSE MESSAGE NEW FOLDER SETTINGS PERMISSIONS

Messages

m _Received ( 0 message - 0 unread )

EI _Sent ( 0 message )
m _Deleted ( 0 message - 0 unread )

EI _Draft { 0 message - 0 unread )
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3. You can send a message to all participants or just one. You need to give the message a subject, and
then you have all the regular editing tools to compose the message. You can also add attachments.
When you are done, scroll down and click “Send”.
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