How a Student Sends a Message to Their Teacher

The top menu provides a quick and easy way to access your messages from anywhere within
Schoology.

To send a message from the top menu:

icon from the top menu

Messages New Message

1. Click on the envelope
2. Click New Message.
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3. Enter the teachers name in the To field. A list of users will automatically populate as you

type.
4. Select the user from the list.
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5. Enter a subject and message like you would for a regular email
6. Once you have typed your message, click Send to complete.

Subject: *




New Message

To: *
Subject: * ype the name :I:: someone in your network

Message:

B

Receiving a Message and Sending a Response
1. When you have received a message the envelope icon in the top menu will have a
number appear
2. Click on the envelope icon to see who has sent recent messages.
3. Click a message to open and view the message
4. If you need to respond to the message, enter your response in the box provided
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Teacher 1 Tue Mar 29, 2016 at 6:56 pm
Hey Class!

| am going to be out all of next week, but the substitute should have access to Schoology. | have posted all of your
material. It is currently hidden, but will appear automatically on the correct days next week.

I've copied you all onto this thread so that if you have any questions, everyone will see the answers, That way |
don't have to message you all individually. 1)

For fun, I've attached a video | thought you might like. Good luck!
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5. Click send to complete



