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Messaging

Communication with your instructor and other learners can help you to understand course expectations
and locate resources. The easiest way to do so is to send Messages.

Sending Messages to Other Participants

1. On the course page, in the Navigation Drawer, click on the Participants button.

= Canadian Citizenship Prep
()

| & Participants I

B Grades

O General

2. The course Participants page appears. Click on a name to select a person.
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98] Jorge Benito Student No groups 1 day 19 hours

l Lee Chan Student No groups 16 days 21 hours

3. Click on the Full profile link of that user’s profile page.
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Canadian Citizenship Prep (JT)

Dashboard / My courses / Canadian Citizenship Prep (JT) / Participants / Lee Chan

R Add to contacts

User details Miscellaneous
Email address \
leechan@fakemail.ca View all blog entries
Country My certificates
Canada Forum posts
Forum discussions

Open Forum posts

Open Forum discussions

Course detalls

4. On the top of the page, near the chosen person’s name, click on the Message link.

Lee Chan

¥ Message

Dashboard / Users / Lee Chan

Your Message column opens on the right side of the page.

5. Type your Message in the textbox at the bottom of the column.
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6. Click the Send button.

Hi Lee, Can you meet me a few (@)
minutes before the class to

practice the speaking activity? A

Your Message is sent and will appear in the dialog box in the Message column.

A ® Ahmed Al (0) -

6 August

09:30
Hi Lee, Can you meet me a few minutes
before the class to practice the
speaking activity?

Receiving and Sending Messages Using Banner Icons

There are two ways that you can send and receive Messages from the site banner. One way is to look
in the top right corner of the course where your name and picture are.

To the left of your name is the Messages menu. If a red and white number appears over the Messages
icon, you have new Messages.

1. Click on the Messages icon.

A list of Messages appears, showing a few words from each Message.
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A Ahmed Ali ()~

& Contacts
» Starred (1)
» Group (0)
¥ Private (3) 2 |
Lee Chan oo
| 2 >
You - .
Beverly Davis 30/07/21
oN o= 1 B
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2. Toread a full Message, click on the sender’'s name.

All Messages that you have exchanged with that sender appear.

3. Scroll down to see the latest Message.

4. Type the response and click on the Send button.

1 »
A ® Ahmed Al (Y~

You did well on the discussion.

10 March

d Beverly Davis 13:48

Well done on the discussion.

20 Ll

Type response

Beverly Davis 13:49

e you finished the task ye
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The other way to view your Messages is to:

1. Click on the arrow next to your profile name and picture.

1 -
A& ® AhmedAli (.

@ Dashboard

& Profile
B Grades
b @ Messages

#~ Preferences

® Log out

The Message page appears.

2. If necessary, click on the arrow next to Private.

= OngXO N.Ca Onyx Portal ~

Searct Q &
& Contacts
» Starred (1)
» Group (0)

» Private (2)

3. Click on the name of the person whose Message you want to read.
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= Ongx0n .Ca Onyx Portal ~ PR D -

Search Q &
& Contacts
» Starred (1)
» Group (0)
~ Private (2) [ 1]
Lee Chan o
| 2 >
You: _a € A €
a Beverly Davis 30/07 ')]/
Onyx Administrator /0772
v o e , > B

All Messages to or from that sender appear.

4. Scroll down to the bottom to see their latest Message.

H OngXon.ca Onyx Portal ~

a Beverly Davis
Search Q &

& Contacts
Beverly Davis 13:48

¥ Starred (1) Well done on the discussion.

Scroll to the bottom to see
the latest message.

Beverly Davis 13:49

» Group (0)

¥ Private (3)
a Beverly Davis S0/07/21 f

Type a reply .
' Lee Chan s
Write a message...
' Onyx Administrator >’

> 4

you finished the task yet?

5. Type your reply to the Message in the Write a message... textbox at the bottom of this column.

6. Click on the Send icon.
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