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Communicate Menu

Messages

Step 1
Click Messages.

Messages

Step 2

Click New Message.

(_New Message ) | Clear Selected

Delete Selected

Step 3

Chose a Person or Group to receive the message
and click Add. Click ~ by a recipient’s name to
remove.

~ Justin Barnes

( Person 1] [Select One] * (Add )

Step 4

Enter the Subject of the message and type the
message body in Description.

Subject | Laptop power cord|

é @AY
B 7 U @ & A - - Al Verda... ~ 11px - |

Remember to bring the power cord for your laptop to class tomorrow!

Description s

Step 5

Optional: Click New Attachment to upload a file(s)
to send with the message.

‘w Attachments [ New Attachment

Attachment Name Del
No records to display.

Step 6

Click Save to send the message, or Cancel.

(Save\, (Cancel \

Step 7

The message is listed in Sent Messages.

|4 Sent Messages e [=1 £
[“ISelect All  Date Sent Subject
=] 11/13 08:34 PM Laptop power cord

|

11/08 01:03 PM Critigue Due Tomorrow

Announcements

Step 1

Click the Announcements icon.

‘ ‘ Announcements

Step 2

Click .g. and then click Send An Announcement.

Send An Announcement
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Communicate Menu

Step 3

Enter a Subject and Description for your
announcement.

Click New Attachment to add a file such as a flyer
to the announcement.

Click New Announce To if you want to send the
announcement to an individual rather than the
whole group.

Send An Announcement k=15
Subject Laptop Instructions Notification | On k% ]
Description L R SRE= N - W 4
B 7 U @& & A -3 -FontName - Rea.. -
When you enter the classroom, pick up your instructions for the day. There will be a label in
the top right corner with a number from 1-30. Pull the laptop with that number from the cart,
take it to your desk, and leave it CLOSED until you are instructed to begin.
AN
w Attachments [ New Attachment

Attachment Name Del
No records to display.

w Announce To
Click Send to distribute the announcement or e e
Cancel (Group 5] [ New Media Arts () |
ﬂ Cancel
Step 4
. . . Announcements (=210
You can view the announcement by clicking on the PR — — e
Announcements icon and then clicking the subject 1132009 NewMediaAts  Laptop Instructions o
link.
Announcement: Laptop Policy (21o]
Step 5 e
Subject Laptop Policy

You can Edit or Delete the announcement at any
time.

Desciption  There is a fabel on your desk with the number of the laptop you will us in this class. When you come into the room, pull your laptop)
off the cart and take it to your desk. Leave the laptop CLOSED until you receive your instructions for the day.

‘w Announced To

(=9

Group or Individual Name
Group New Media Arts
s
(Edt ) (Delete ) ¥
& =) <[>

Chat
Step 1

Click the Chat icon. The number of users currently
connected is shown below the icon.

Chat

Step 2

The chat control displays active chat rooms and the
number of current participants for all the groups
you have joined or created. Click a chat room to
enter.

Click on a chat room to enter:

New Media Arts
0 People Chatting
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Step 3

After you connect, you can see a list of all users
currently connected to the chat room.

New Media Arts

€ 2users

’; James Sweet (jamessweet)

'; Aaron Washington (AWashing

Step 4

Compose a message and choose whether to send
To All or to an individual user.

BIQ!,J‘_Font ﬂ‘_Size ﬂujﬂﬂg@

Hi Aaron, are you having trouble with the critique?

[ To Al B
Step 5 | Disconnect |
Click Send to send your message. 1
Click Disconnect to leave the chat room. ' Send
Step 6 Sign Out

Click OK to confirm that you want to disconnect, or
Cancel to remain connected.

Are you sure you want to disconnect
from the chat?

OK Cancel
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