Sending and Reading Messages in Blackboard
The Message Tool allows you to send messages to other members of your course. You can address mail to
individuals, to the entire class, to your instructor, or to groups of students. Although similar to email, users must be
logged into Blackboard to read and send Messages.

Sending a Message

1. Log in to Blackboard and then
select your course.
2. Select Messages

3. Click Create Message
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4. Select the Recipients
using the To, Cc, and
Bcc buttons.

5. A list of enrolled course
members will be
displayed. Select your
intended recipient(s)
from the Select
Recipients area and use
the move selection, “>”,
button to move them to
the Recipients section.
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6. Type in a Subject.
7. Type your message in the Body area.
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8. To upload an
attachment, click on the
Choose File button.

9. Select the file you wish to attach and click Open.

10. When you attach the file it will
be displayed.
Note: You cannot remove the file.
You can only choose another file to
replace it.

10. Click Submit to send your Message.

11. If the message is sent successfully it will take you
back to the Messages area. A green confirmation
bar will appear above the Messages area.
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Reading Messages

1. To read Messages, click on a Folder, locate the
desired Message, and click on the Subject link.
a. Click on the inbox folder to read the new
messages.

2. Any unread messages
will have a closed
envelop on the Status
column. Click on the
subject to read the
message.

If you have any questions or comments regarding the steps outlined in this document, please contact UHD TLS
Training Services by calling (713) 221-8200, or by sending an email to ttlctraining@uhd.edu.
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