Navigate: Send Messages to Students

Guide for Faculty to message students using Navigate Staff Live. The initial
message is sent from Navigate. Responses will land in your Carthage email
inbox and will not be kept in Navigate.

e Steps 2-14 show how to message your advisees from the Staff Home page.

e Step 15 starts the instructions for messaging students in your courses from the
Professor Home page.

1 Find and select Navigate Staff Live in OnelLogin.
You may have to click the Carthage: All Apps tab.
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2 For many users, the default page is the Staff Home page. Here you can see your
advisees or assigned students. Clicking the different menus will allow you to filter
the list in various ways.
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Assigned students menu
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Click the checkbox next to a student's name to send messages to selected
students only. To select all students on the list, click the checkbox next to Name in
the table header.
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Select individual students cont.
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Once you have selected the students you'd like to message, click "Actions."
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Click "Send a Message to Student"
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Show/Hide Calumns

The popup defaults to Send Email. Enter a Subject. To continue sending an email,
enter a Subject.
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11  Type the body of your message.
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Help: Fields Available When Sending Emails
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12  Alternatively, you can send a text message instead of an email. Click "Send Text"
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13 Enter your message in the "Message:" field. Note: Text Messages are limited to
160 characters, including spaces.
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14 After entering your message via email or text, click Send Message.
(My apologies, the pointer is in the wrong spot, I didn't want to send a live
message to students.)
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15 To see students in your courses, click "Staff Home."
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16  Select "Professor Home"
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@ Note! The first table shows the courses you are teaching for a given term.

17 If you need to select a term other than the default term, click the dropdown menu
and select a different term.

= f
& Professor Home ~
&=
= Courses
Term: [ Spring 2023 ~—~, v I
) JTerm 2023 {DEful
(el Term) TIME ROOM
All Terms |
(POL-3 \0Q) MWF 10:30am - 11:35am CT CC-205
| Spring 2023 |
@ (POL-3 Eal 2022 MWE 9:15am - 10:20am CT CC-205
(POL-4 5pring 2022 3l Political Economy (SOC) , i s
= (Wl) (Wey MWF 1:35pm - 2:40pm CT CC-203

:E‘CSJIGSUWJ Seminar in International Political Economy (W) MWE 1:35pm - 2:40pm CT CC-203

©

18 To see students in your courses, scroll to the table "Students In My Courses." The
table defaults to the current term, however, if needed, you can change the term
for this table.

Additionally, if you are teaching multiple courses or course sections, you can sort
the list by clicking Courses in the table header.
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Similar to step 3, either select individual students to message or click the checkbox
19
in the table header to select all rows.
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20 Once you have selected the students you'd like to message, click "Actions."
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21 Click "Send Message"
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The popup defaults to Send Email. To continue sending an email, enter a Subject.
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Type the body of your message.
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24  Alternatively, you can send a text message instead of an email. Click "Send Text"
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25 Enter your message in the "Message:" field. Note: Text Messages are limited to
160 characters, including spaces.
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26 After entering your message via email or text, click Send Message.
(My apologies, the pointer is in the wrong spot, since I didn't want to send a live
message to students.)
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