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Note: This presentation is intended for instructor use. However, students should view Slides 12-18 for
information on the Student Message Center. You will learn about GDP’s Comments feature, which you

access via Course Manager. Your specific procedures may vary.




Preferences

« Preferences settings for Messaging,
Resources, Gradebook, Formatting Assistant,
Score Keystroking, and Proofreading Viewer
affect GDP screen content and functionality.

* Your GDP screens may vary from those
shown in this presentation.

Default Preferences Document Processing

Messaging Enabled: @ Yes () No Formatting Assistant: @ Yes () No

Resources Enabled: @ Yes () No Hide Format Scoring from Student: @ Yes () No

Gradebook Type: Interim ¥ Score Keystroking: @ Yes () No
Proofreading Viewer: @ Yes () No

Note: See the handout “"Message Center” for details on all topics in this presentation.



http://gdpkeyboarding.com/Word_Files/Message_Center.doc

Enable Message Center

Before you can use Message Center, you must enable
it in Course Manager:

» From Classes, click the desired Class:

—— from the Actions menu, click Edit.
e

B » From the Preferences tab, under

Classes Default Preferences, Messaging

Enabled, click Yes, Save.
» Repeat if necessary for any desired

CONTENT

Scheduling

Re=zources ES(E()tiC)f]SS.

RESULTS > Note that under USERS, Message
GPs Center now appears.




Inbox—New Mail

When you have new messages, you will see:

(1) a number by Message Center in the USERS

pane and by Inbox,
(2) a New icon on the Inbox tab, and
(3) a new message link in bold.

Inbox Create Drafts Sent
USERS
S—— e L ——
Meszage Center (2) i ]
—_— Mew Flag Subject Frorm Received Delete

Students . N .
_ (=4 = %, Re: Welcome to Message Center = % Turner, Dorothy (dt) 12/28/2011 <l
Classes 4:52:52 PM

: (=] = 4, Re: Welcome to Class 4, Turner, Dorothy (dt) 12/28/2011 oY
CONTENT 4:52:20 PM
Srizilis E% -“-'«’:. Re: Getting Started 55:. Scher, Gabriela (gs) 12/22/2011 ,.L']
Resources 11:08:06 AM




Inbox Create Drafts Sent

B Sond Message | B Save Draft

Recipient List (saving draft does not retain recipient list)

Create

To Class: C (%]
To Section: |chck the plus icon on the nght to add reciplents @
To User: ck the plus icon on the right to add recipients (%)
Subject: | Allow student to reply to message
M- -GREBOLF-|HLD|BI U SSSS=E A

| A ~ FontName - Real...'|

Use the Create tab to send messages to a Class,
Section, or User (student).

| /" Design |€>HTML  ©, Preview

Words: 0 Characters: 0 .::




Inbox Create Drafts Sent

Edit Message Subject Saved Delete
= Test Next Week 12/22/2011 S
11:21:38 AM

Use the Drafts tab to review
saved draft messages.

[ 14 ||« ||E|| LA Page: 1 ofl Pagesize: 1 Item1ltol ofl




Inbox Create Drafts Sent

Sent

Subject Recipient(s) Sent
G.l. Resources G.l. click for recipient(s) 12/25/2011
2:34:20 PM
G.l. Welcome to Class G.l. click for recipient(s) 12/22/2011
12:57:51 PM
G.l. Getting Started G.l. click for recipient(s) 12/22/2011
11:44:21 AM
etting Starte click for recipient(s;
(4, Getting Started (&, click for recipient(s) 12/22/2011
11:12:23 AM
4, Welcometo Message Center 4 click for recipient(s] 12/20/2011
4:44:38 PM
G.l. Welcome G.l. click for recipient(s) 12/20/2011
12:54:51 PM
e Message Center Test chick for recipient(s;
& RemM geC T 8 clicks ipient(s) 1272072011
11:02:12 &AM

Use the Sent tab to review
archives of saved messages.

| Ii|| 4 || b || >I| Page: 1 ofl Page size: 7 kemlto7 of7




Create & Send Class Message

» From the Message Center, Create tab, under Recipient
List, click the green plus sign at the end of the To Class
box.

» From the Send to Class dialog box, click the desired
Class.

» Click Add Recipients to return to the Create tab.

» Note that the Class name now appears in the To Class
box.

» Type a subject and message and format as desired.

» Check or uncheck Allow student to reply to message as
desired.

» Click Send Message.



Send Class Message—Actions Menu

> From USERS, Classes,
Classes tab, click the
Actions menu for the
desired Class.

» Click Send Message to
open the Message
Center, Create tab.

AZMMERLY | 7 |

»  AZIMMERLY Default =] [ =

Add Section

Class Snapshot
Print Class Snapshot
Edit

Copy to Class

» Note that the Class name has
been inserted in the To Class
box automatically—no
searching required.

Message Center

Inbox Create

B Send Message | P& Save Draft

Recipient List (saving draft does not retain re

To Class: I




Create & Send Section Message

» Follow the same steps for sending a message to a Class,
except you will use the To Section box and select a

Section rather than a Class.

Recipient List (saving draft does not retain recipient list)

To Class:

o Section:

@I

To User:

Send to Section

¥ Add Recipients | BB Clear Selection

Select Recipients by Section (12)

Class Section

AZMMERLY
AZMMERLY

Keyboarding 1, Spring 11

Keyboarding 2, Spring 11




Send Section Message—Actions Menu

> From USERS, Classes,
Classes tab, click the
Actions menu for the
desired Section.

» Click Send Message to
open the Message
Center, Create tab.

> Note that the Section
name has been inserted
In the To Section box
automatically—no
searching required.

Classes Create Import i Archive

Results (14)

Class Mame Campus Closed Actions

AZMMERLY | 7 |

v  AZIMMERLY Default ]
Section Mame Actions
Keyboarding 1, Spring 11 r s
Keyboarding 2, Spring 11 i
il SR Section Snapshot

Print Section Snapst
Edit

Copy to Section
Import Students
Gradebook

oste
Send Message B

View Progress Repo -
4 | 1 |

Recipient List (saving draft does not retain recipient list)

To Class:

To Section:




Create & Send User Message

» From the Message Center, Create tab, under Recipient
List, click the green plus sign at the end of the To User
box.

» From the Send to User dialog box, under Search, type
any relevant information in any of these boxes: Student
ID, First Name, User Name, and/or Last Name.

» Click Search until your search returns the desired student
name in the Results pane.

» From the Results pane, click the desired recipient(s).

» Click Add Selected Recipients to move that recipient
name into the Selected Recipients pane at the top.

» Continue In like manner until all recipients are added.
» Click Add Recipients.



Send User Message—Actions Menu

> From USERS,
StUdent31 StUdentS @ Show My Classes () Show All Classes
tab, CIICk the Class: All - Student Type: All -

,
Actions menu for p—
the desired student. xa . \ - —

| :.:chessage
» Click Send Message to open st

the Message Center, Create
tab.

» Note that the student’'s name
has been inserted in the To
User box automatically—no IS Saciom v
searching required. e [

inbox Create

' Send Message | B Save Draft | % Canc

Recipient List (saving draft does not retain re




Create & Edit Draft Message

» Follow the steps for sending a message to a Class,
Section, or User—when you're finished, click Save Draft.

™ Send Message | B Save Draft

Recipient List (saving draft does not retain recipient list)

To Class:

To Section:

©© e

To User:

» Then from the Drafts tab, click the Edit Message button to
reopen and send the message or Delete to delete the dratft.

Inbox Create Drafts Sent

Saved Delete

Edit Message Subject

1/1/2012 7:41:00 ot

] Test Mext Wee
P

[ Click to edit message }




Student Message Center

» From My GDP, click Message Center.

» When a new message arrives, students will see a red
number by My GDP and by Message Center and an icon
under the New column.

| ns Sklllbundlng ‘ P+
el O G
Portfolio

Afessage Center
Resources /

nguage Arts h %farenca Manual E ﬂ

T|mad Writings ‘ /

Llnbox 2 | Refresh | Compose Message J

Message Center (§§) New Flag Subject From Received Delete
. Getting Started Arlene Zimmerly 12/22/2011
=l [ :
My Info =) 9:44 AM

- Re: Message Center Test Arlene Zimmerly 12/20/2011
! 9:02 AM




Inbox, Draft, and Sent

Access the Inbox, Drafts, and Sent features via a
drop-down menu.

vicsoadec welllel

Llnh-ux = | Refresh | | Compose Message |

Inbox
Drafts
Sent

Subject




Inbox

Inbox displays a list of iIncoming messages.
Unread messages display in bold.

» Click the Flag to flag this item.
» Click the message line to open and read the

message.
» Click Delete to delete the message.

| Inbox v | | Refresh | Compose Message |
Mew | Flag Subject From Received Delete
_ Getting Started Arlene Zimmerly 12/22/2011 .
= 9:44 AM 81
_ BRe: Message Center Test Arlene Zimmerly 12/20/2011 .
' 9:02 AM 81




Draft

Draft displays a list of message drafts.

» Click the Flag to flag this item.

» Click the message line to open and read the
message.

» Click Delete to delete the message.

| Drafts v | | Refresh | | Compose Message |

Edit Message Subject Saved Delete

Lesson 30 12/28/2011

4 3:32 PM A




Sent

Sent displays a list of sent messages.

| Sent = | Refresh || Compose Message |

Subject

Re: Getting Started

Re: Re: Message Center Test

Sent
12/22/2011
9:08 AM

12/20/2011
9:06 AM




Refresh

Click Refresh to refresh the screen and display
any new messages since the student last logged
on to GDP.

_ Sent = | Refresh | | Compose Message J




Compose Message

>

>

Click Compose Message to display the
Compose Message window.

Click the green plus sign by the To box to open
the Select Recipients window.

From the Select Recipients window, check the
box next to any desired recipient. (The list of
recipients will vary.)

Click Add/Remove Recipients.

Type a subject and message and click Send
Message.



Feedback?

K‘i S
If you have any questions on ,mall
the Message Center feature or Mez
GDP, please send an e-mail: =

arlene_zimmerly@hotmail.com

Enjoy using
GDP’s Message
Center!

Note: This presentation was created as a generic guideline for instructors. Your specific
procedures may vary.




