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Compose and Send a Message J The Studywiz Spark Messaging system allows you to send

messages to other Studywiz Spark users and receive
Messages from other Studywiz Spark users. Using
Studywiz Spark Messaging is similar in many ways to using
other email applications.

\\

1 Click Tools.

Note Your default home page configuration
allows you to access Messaging from the
Messages panel on the home page.

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

Private Messaging - Inbox (2 Messages, 2 Unread)

3 Click Create New Message.

Note To send the message to a recipient
group, select the recipient group from the
Select a Group drop-down list and click
the Add button. Continue from step 8.

Move Selected Messapes: | —-mev 1o bster-— 8]

4 From the To drop-down list, select the
Class or Group that contains the
recipients of your message.

Create Hew Group

5  Select the user or users to whom you
o mewms S want to send the message.
= Tele I 6  Click the Add Selected Users button.
B The recipients are added to the Selected

Recipients field.

Create Mew Croup.

7 If you want to add recipients from another
Class or Group, repeat steps 4 to 6.
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T I the Title field, type the fitle of your
From: e o - e message.

...... a,|—| Filar Reclplens Groups: [~ SeiemaGroup= 18] Add | Manage .
e , ;m:":;“ 9 If you want to include an attachment:
G a To upload a file, click the Upload
- e button.
;' e — u Q:! b To import a file from your eLocker,
el s s e e click the Import from eLocker
; DB S| EEEE| AR, THe button.
= 10 Inthe Message field, type the text of your
message.
11  Click Send.
= 11 Note To save a copy of the message in your
Sent Folder, select the Save Copy in
Sent Folder checkbox.
Replv to a Message There are two ways to reply to a message in S_tudywiz
( Py g ] Spark. If the message appears on the Studywiz Spark
Home page, you can reply directly from there, or you can
open the message and then reply.

Sender;

Date Receive
Artachment:
Message: b mrch will salad sandwich cast?

d: 04)11/2008 215 M

Reply 1 Move Message To: (e i i 15

Send ve Draft
From: Feache, T
[Tec Selected Recipients:
£ Weciplant Gromps: [ BaNETR GROUG=ll| Add || Manage
5 [T
»
<
L3
el Create New Group
||||| - [Ereatane
pAmnchmant: Upload Import file from eLocker
Mesage:
- I DU % x| EE R N Ferleily - Folsm -
90 BESIEIEREIA-R- NHER
|
The schioi Band Wil pertorm Chis meekens 2
Save Cop
Sem Folde
=P

1 Click Reply.

2 Click in the Message field and type your

reply.

3 Click Send. The Message is sent.

© Etech Group 2009. Released 08 Oct 09




e

stud @

Messaging ark

\

( N
Delete a Message J

.

gy Open the Private Messaging — Inbox.

Teday  Last 7 Duys | Last 30 Duys Last 365 Duys Al Sort This List: [ by dus sevsmsding

P o - e e e 2 Click the Delete button adjacent to the

B e R e —— message you want to delete. The

(Ol ' e message is moved to the trash folder.

"-l s a Wesclilin Sl Solion ATIL0/T008 10:34 AN Sradent, Teoy o u

E‘ N - N Hint To bulk delete messages, click the

(2 ' Select All checkbox and then select

s B trash from the Move Selected

i B Messages drop-down list.

- Move eectndsrages == e )
To organize your Studywiz Spark Messages, create folders

Create a new Message Folder to store your different message types. For example, you
could create a ‘student’ folder and store all student
messages in it.

SUSAERSIEUR S A S : 1 Adjacent to Private Messaging, click the

Today  Last 7 Days Last 30 Duys Last 163 Duays ANl Sort This List: [ iy dus sesssding
e Y p— Create Folder button.
o Create Mew Messaoe a Ba Chaity kmsh 04/11/2008 4:10 P Ableirerio, Gary P n
um Sharity lunch "I""" | 0471172008 219 P Abloifatio. Gary o
L‘.dlm a “m::: e et Anatins 27/10/2008 10:34 AM  Stadenr, Tooy ] u
ml e W 5] Luig Adwisor OB/UB/Z00E LA P Wilion, Luke 1 =
ulﬁa‘t
\ S o
S )
ST Move Selectad Metsages: | - mmme s fukder- Bl
2 In the Folder Name field, type the name
of the folder.
3 Click Save.

G RS e 4 Select the message or messages you
rre e B ) e puese e e want to move into the folder by selecting
e B e s T message checkboxes.

9 s 4 L] harity ngh 0471172008 219 M Abletionio, Gary. o "
‘“: o O e s s .« 5 In the Move Selected Messages drop-
‘:: N B down list, select the folder.
um
§ o El
@ = @

Mo S - ¢ e [
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J
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Private Messaging - Inbg Messages, 2 Unread)

Teday | Last 7 Days | Last 30 Duys

Privals Messaging o A MessageTwle  Dwtesem Sendes Antachmest

& Coeate New Messaoe a Ba Chaity kmsh 04/11/2008 410 M Ablesreeto, Gary K %
Chasity lungh 0411112008 219 P Abledtatio. Garx o %
) tabon
ol o Aeais
P a shertivlic CoBection Awaiting 27010/2008 1024 AN r T @ u
{5 Enitent, Tony:
=] werdication
) Tk q
U ' M o )t 0810312008 143 P theizom, kuke yo=
F 3 vt
el
\ o
L o 3]

T soarch Pty OF Messages Fomd: © Sort This Ust: [ by dume dwrcemdag

the sppranniate kepwsrdt 3nd 3 dats rangs 10 laeste ipecfic Me Messages T Display
.......

Mave Selacted Messages: | - meve m s 5

Private Messaging - Inbox (8 Messages, 2 Unread)

Move Selected Messages: [ e w inkie—— )
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i Search for Messages J )

1

Click the Search tab.

Type the name of a Sender or a
Message Title, or both.

If you want to limit the search by date,
select the Search By Date checkbox and
select the dates.

Click the Search button. Search results
appear in the right-hand panel.

Tips and Hints

1 Use Studywiz Spark Messaging to communicate with students, parents or other teachers.

2 Use message folders to organize your Studywiz Spark messages and prevent clutter.

If you have any ideas for ways to use Studywiz Spark Messaging you're invited to share it with
other teachers at the Studywiz Global Community — http://studywizgc.org/.
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