How do | delete a message?

A message can be deleted if it is no longer needed.

Go to Messages.

£+ Site Info
& Messages
ﬁ" Roster

Select the Messages tool from the Tool Menu in your site.

Open the folder containing the message to be deleted.

Messages

Ll Received (5 message(s) - 0 unread )

-

l;l Deleted ( 0 message - 0 unread )
l;l Draft ( 0 message - 0 unread )

D My New Folder { 0 message - 0 unread ) Folder Settings

Select the folder name of the folder containing the message to be deleted.
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Select the message.
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Select the checkbox to the left of the message to be deleted.

Click Delete.
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< Previous Folder Mext Folder =

Authored By Label

Instructor, Demo Normal
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Student 1, Demo Mormal
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Confirmation message.
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Compose Message

Messages / Received

] The message(s) you selected have been successfully moved to the Deleted folder,

Search for text: Search Advanced Search
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Quick Search:
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Instructor, Demo
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Normal

Normal

Normal

You will receive a confirmation message once your message has been deleted. Deleted

messages are move to the Deleted folder.
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