How to Create Folders in Course Messages
You can create folders to organize your course messages.

Directions:

1. Go into your course.

2. Click the Course Messages link.
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3. Click Create Folder

Course Messages

Course messages are private and secure text-based communication that occurs within your course between course members. Everyone can use messages for reminders,
quick questions, and social interactions. Messages activity remains inside the system. You can't view or send messages outside of your course. More Help

Create Message Create Folder <fs—
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o inbox 0 6
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Displaying 1 to 2 of 2 items Show All Edit Paging...
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4. Type the Name of the folder and click Submit

Add Folder

Personal Folders can be added to the Messages area to organize received messages, if enabled by the System Administrator. More Help

Indicates a required field.

ADD FOLDER

Name Saved <.___°

Click Submit to proceed. Click Cancel to go back. Cancel

5. Move messages: Now we can move messages from the inbox to the saved folder. Click the
Inbox to open it.

Delete Folder

[ FOLDER UNREAD TOTAL
| Inbox ‘/ 0 6
El Sent 0 1
B = Saved 0 0

Delete Folder
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6. Select all messages or select individual messages and then click Move.

0

(] STATUS

<
P DD D D

Move Mark Delete

SENDER

Student02 Student02

Student01 Student01

Student01 Student01

Student01 Student01

Student01 Student01

Student01 Student01

SUBJECT

Test

Test email.

Just checking in

Help! 1 just don't get the assignement

| still don't understand

| don't understand the assignment

DATE

Friday, February 17, 2017 9:35 AM

Tuesday, January 31, 2017 1:58 PM

Thursday, December 15, 2016 4:25 PM

Thursday, December 15, 2016 4:02 PM

Thursday, December 15, 2016 3:44 PM

Thursday, December 15, 2016 3:38 PM

7. Select a Personal Folder you created and then click Submit

MESSAGES TO MOVE

Student02 Test
Student01 Test email.

Student01 Just checkingin

Select a Personal Folder

Student01 1 still don't understand

Student01 |don't understand the assignment

SELECT A PERSONAL FOLDER

Messages can only be moved to personal folders.

Saved vr

Click Submit to proceed. Click Cancel to go back.

Friday, February 17, 2017 9:35 AM
Tuesday, January 31, 2017 1:58 PM

Thursday, December 15, 2016 4:25 PM

Student01 Help! | just don't get the assignement Thursday, December 15, 2016 4:02 PM

Thursday, December 15, 2016 3:44 PM
Thursday, December 15, 2016 3:38 PM

Cancel
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8. Click Ok. All the messages in the Inbox have been moved to the Saved folder.

Folder:Inbox

Course messages are private and secure text-based communication that occurs within your course between course members. Everyone can use messages for reminders,
quick questions, and social interactions. Messages activity remains inside the system. You can't view or send messages outside of your course. More Help

Create Message

No items found.
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