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Compose and Send a Message J The Studywiz Messaging system allows you to send
\ messages to other Studywiz users and receive Messages
from other Studywiz users. Using Studywiz Messaging is
similar in many ways to using other email applications.
- R 1 Click the Messaging button. Your Private
Back “Home Calondar Mossaging o, jcker  Tools Logout | Messaging — Inbox appears.
.
ICXER seacch Today | Last7Days | Last30 Days Al (S0t This List: oy sn descendma 5 Click Create New Message.
::\'::’"m - m =« Message Title fhalms.en(. Snn.der Atiachment
¢ "g:::;:;:cw 2 e 102008 1102 AM T 2y T o l
[&) Inbex Ni Hatienal Titls HASTRITTRY - Thasha Tooy 9 o
m:rnl
{‘ Tmsh 3
}_inrll’l 1
: Mave Selected Measagen: | --moe i foder-- (&)
L
Note To send the message to a recipient group,
| Sand 5 Sowe ora select the recipient group from the Select
[ G e — _ a Group drop-down list and click the Add
| setect a Cleta or Geaup v 4 3 Reclplent Groups: [ ~Sceit s trows- 81 Add | Manage .
button. Continue from step 7.
. From the To drop-down list, select the
4 Class or Group that contains the
To saiect mulliple users. hald ‘cirl (PC) or ‘command” (Mac) Creatn New Group rEC|p|entS Of your message
Select the user or users to whom you
e — ' want to send the message.
Filiee B 1 Filter w ::::::Ha.::::l-ﬂ.m.'um.m anage . ..
e - . Click the Add button. The recipients are
e N\ added to the Selected Recipients field.
[5] Elmmentary, An
[5] Macintosh, Kate . )
T % To add multiple users hold down the
T{]S@l‘tlm‘u'.Di‘uSelS.mlﬂ'Cn‘l'lPClOf ‘command’ (Mac) GPOHIONMGMD Command key on a Mac or the Ctrl key
on a PC.
If you want to add recipients from another
Class or Group, repeat steps 3 to 5.
\. J
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Edit Message 7

Send Save Draft
Fram: Warson, Luke
To: Yeard ] (Al e Tys 58 Selected Reclplonts:
FmerBy[___ ]| Filter Reciplont Groups: | - Select o Goun - B8] Add Manage
([5] Brown, Bty T [5] Apbat, David B |
[T] Esem, Anthany P Brown, Bily Snr
15] Macintosh, Kate *|[5] Eemanasy, Ant
[Pl Parent. Marlene (parent Of Taylor, Mark) -
5] Tayler, Mark
[T] Watsan, Luke -
«
T select mullipse usars, hold 'cim (PC) of ‘command’ (Mac) Create New Group
...... [ =
1 8a Upload | Import file from oLocker 8b
rrem 708 % o B ety ok e
R F|EEEE AT NH2H
o
Save Copy In
Sent Folder: -

Send 10

( Reply to a Message

= ® 5 @l kA
Back Home  Calendar Messaging e. cher Logout

Teols

Salling on the Lake

|Subject: Safing on the Lake

Sender: Teasher, Tany

Date 5 s

Rocatved: 14032008 1102 AM

Message: We il ail on the kake on saturday
Reply _ 3

\

Move Message To: | - move o lolder- - g:
|

Edit Message

Send | - Save Draft
Fram: Warzon, Luke
Ta: g, Selecten Reclphents:
Select 3 laus or Group 18] Reciplent Groups: (= Sewect a Group - Akl Manage
[T Toacher, Tany
3
»
«
«
To select multiple users, hold “cirf (PC) of ‘command’ (Mac) Create New Group
T [Enrerewom |
Attachment: | ynioad Import file from eLocker
Message:" I DU R x| M Fettimly - Fertsice
90 BRSIEERF|A-E- aH=z[(
o i
e 4
Save Copy In
Sont Folder: |
Send 5 1 I

10

Note To save a copy of the message in your

1

3

4

In the Title field, type the title of your
message.

If you want to include an attachment:

a To upload a file, click the Upload
button.

b To import a file from your eLocker,
click the Import file from eLocker
button.

In the Message field, type the text of your
message.
Click Send.

Sent Folder, select the Save Copy in
Sent Folder checkbox.

Click the Messaging button. Your Private
Messaging — Inbox appears.

Click the Message you want to reply to.
The Message opens.

Click Reply.

Click in the Message field and type your
reply.

Click Send. The Message is sent.

J/
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Delete a Message J
.
sy : 1 Open the Private Messaging — Inbox.
m Search | | Today | Last? Days | Lasti30 Days | Last365 Days msnnmlllhtlfl'nmmwi—w = i i
Pivata Messagiog g, [ Message Tie e Sont sendor tachnant 2 Click the Delete button adjacent to the
d . Croate New Messoge [ Whese i the new gvai? 2708 09:33 Brown, Bty [ n message you Want tO delete The
[CE N pens Saml W2g)® message is permanently deleted.
5] o . .
t"ﬂ ? Hint To bulk delete messages, click the
[ o Select All checkbox and then select
B, o trash from the Move Selected
B, B Messages drop-down list.
To organise your Studywiz Messages, create folders to
Create a new Message Folder store your different message types. For example, you could
create a ‘student’ folder and store all student messages in it.
e Moseag : 1 Adjacent to Private Messaging, click the
Sl SO i R i (T — Create Folder button.
Frivats 1 g [ Massage Tite Date Sant Sender Attachmant
& . Croafo Ne _dessoge ) Whese i the new gvai? 2708 09:33 Brown, Bty 0 n
m.,.h,,, £l [ | Senling Tast 2710308 09:12 Broum, Bty (] =
m:s-_r!:
v .
uﬂrlll
[ Sustens Mol )
u Teacher Mail @
2 In the Folder Name field, type the name
Siirahan eslbed told 5 of the folder.
— 3 Click Save.
Private Messaging b Un 4 Select the message or messages you
(LT search | | Today | Last7ays | Last30Days | Lest365Days. L sen Thi et (hrsuesmning ) want to move into the folder by selecting
Private Messaging - 4 Message Title Date Sant Sender Attachrmaent
& - Greate Nwmunf B '-'\:='v Jnine e cval? 2TAN0A 033 Brown, Billy [} = message CheCkboxeS'
e, | 4 M [seliaTes Tewo0rs  Amen. ol g =l 5 In the Move Selected Messages drop-
[ Ere down list, select the folder.
u' Tmsh .
UL
[ SudentMan
u Taacher Mall L.'
J
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Search for Messages J
\.
1 Click the Search tab.
m Search l oday | Last7 Days | Last30 Days All |Sart This List: | 8y sse deicenting |
:’:::':glnu .J 1 Mossage Title Date Sent Sandor Attachmant
) Liidiaiy 25062009 11:19 AM  Brown, Billy Snr 1 ®
Saling o6 e Laks T4DAZ008 1102 AM  Toacher, Tony o o
o =] S 141052009 11:01 AM  Teacher, Tony [ x
[+ Sent
Bt
g b 9
F# pan
Move Selacted Massages: | - oo to folder - &)
2 Type the name of a Sender or a
All Mail Number Of Mossages Found: 0 BOM This LISt: | by durs escending ) Message Tltle, or bOth
[Enter appeopriate keywords and a date range bo locate - Wo Messages To Display -

3 If you want to limit the search by date,
s Tt [ select the Search By Date checkbox and
Fead select the dates.

From: [10/06 /2008 73]
To: (107 ia00s 4

S Click the Search button. Search results

appear in the right-hand panel.

Move Selected Messages: | - move o folder - (3]

Tips and Hints

1 Use Studywiz Messaging to communicate with students, parents or other teachers.
2 Use message folders to organise your Studywiz messages and prevent clutter.
If you have any ideas for ways to use Studywiz Messaging you're invited to share it with other

teachers at the Studywiz Global Community — http://studywizgc.org/. Log in using the button on
your Studywiz deployment.
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