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What's new in this release

Ignitia release v2.43 includes a new Messaging feature for students.

A Message tool next to the teacher's name on the new Learner Dashboard lets the student easily write a
message to the teacher for the course.

The new Learner Dashboard, introduced in this release, allows students who need help or want to ask their teacher a question
about an assigned course, to easily send the teacher a message.

Teacher: Ellen Hadley emmle | £ Assignments / day: 6

Assignments Remaining: 1773 / 174 Days Remaining: 31

When composing the message, the student uses the same process as when asking for help with assignments.

0, w— —

90.0%
A What do you need help with? o
I need to meet with you b4 the next
B4 | lesson)
41 L

P - 6

The teacher gets a New Message in the Activity Stream tab of their Home page.
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What's new in this release

Activity Stream I Calendar

Mew Messages

Date

From

Subject

077252018 |Brunskill, Jessica

Help Needed - English Language Aris Additicnal

07252018 |Brunskill, Jessica

Help Needed - Algebra | Fundamentals

0722018

Evans, Justin

Eatch Enrollment Result

And also in their Inbox on the Messages tab. This type of message is a person-to-person message and uses the person-to-person

symbol a and has the same Actions.

i Messages i

|Inh0x v || All Messages v | Mew Message Mark as Read Mark as Unread Archive
] Type Date + From Subject Preview Actions
[search by last name | | |
— 07/25/2018 Jessica Brunskill Help Needed - Englizh Language Arts Jessica Brunskill: | am ahead in this —
o8 ' @®nNrEL
02:44 pm (JessBrun) Additional Resources course. | need to work on the other ones
— 07/25/2018 Jessica Brunskill Jessica Brunskill: | am very far behind in —
O E Help Needed - Algebra | Fundamentals " v @meE L
02:43 pm (JessBrun) this course, Can we talk?

When the teacher responds, the student sees a red indicator on the Message button and can click the Message button to see
the teacher's response.

v

LEARN

MESSAGE

12 o

HELP SIGN OUT
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Communicate with teachers and students using internal messaging

Ignitia® provides an internal messaging system that allows admins, teachers, and students to communicate with each other in
the form of person-to-person messages. A student can send an assignment help-needed request directly to the teacher which
links the message to the assignment question for easy access by the teacher. A student can also message a teacher for an
enrolled course to ask a question or request a conference and the teacher can quickly respond. Admins and teachers have an
additional message type, known as system-generated messages, that allows them to receive messages from the Ignitia support
system in the form of system notifications.

Tip: The internal messaging system is only used for communication and notification within Ignitia; no
external communication or notification is available. However, teachers and admins can also export
several message types to a PDF format so that the message details can be shared externally with others,

such as parents and guardians.

Messaging has several features just like a typical email system. You have an Inbox and Sent box. You can read, reply to and
forward messages. One difference to note with Ignitia messaging is that you must archive messages that you no longer want in
your Inbox or Sent list; you cannot delete them.

Your school's Admin user controls whether or not the teachers and students can use the internal messaging system.

ﬂ Note: By default, the internal messaging system permission is enabled at the school level, but can be
disabled for an individual student. The student can still send help requests while working on assignment
guestions and message teachers while on their Courses "Learner Dashboard" page and can read their
teachers' responses.
However...if the internal messaging system permission is disabled at the school level, the Messages tool
on the main nav bar is grayed-out or appears inactive. The student permission, "Allow Message Send", is
also disabled. Students can send help requests from assignments and course messages to teachers,
which teachers can read, but only help requests from assignments will send the responses back to

students to read.

Who you can communicate with

Who you can communicate with using internal Messaging depends on your user role.

User

Communication options
role

Student  Can only send messages to and receive messages from their teacher(s).

Teacher Can send messages to and receive messages from admins, all teachers, students assigned to their courses,
students that the Teacher registered in Ignitia, and groups that they are the owner of.

Super Can send messages to and receive messages from admins and all teachers, groups that they are the owner of,
Teacher students assigned to their courses, and students that have the same Campus IDs as the Super Teacher (if the
Super Teacher has the "Restrict to Campus" permission enabled for their user profile).

Admin Can send messages to everyone, including groups owned by them and others, and receive messages from other
admins, teachers, and students assigned to courses where the Admin is the teacher of record.

Ignitia® v2.43 Messaging System Guide

(G

5



@) Ignitia

New messages indicators

New messages indicators

On the Home page, several indicators are immediately visible to let you know that you have new, unread messages that may
need your attention:

« On the main nav bar, a red indicator with a number appears next to the Messages tool.

COURSEENROLLMENT  GRADEBOOK  COURSES  REPORTS

I QNI ASSIGNMENT ALERTS ~ SCHO MESSAGES 2

« On the Activity Stream tab, the New Messages list displays the latest unread messages in your Inbox. You see the date
each message was received, who sent the message to you, and the subject line of the message.

Click the link to go to
your Inbox on the
Messages tab

Activity Stream I Calendar

e

New Messages

Date From Subject

077252015 |Brunskil, Jessica

Help Meeded - English Language Aris Addificnal

07252018 |Brunskil, Jessica Help Meeded - Algebra | Fundamentals

07122015 |Evans, Justin Eatch Enrcliment Result

If you are a teacher or admin with assigned courses and a student sends an assignment help-needed message, you see:

« A Help Request on the Activity Stream > Actions tab.

)
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Access your messages

Welcome, Rosemarie

IActivity Stream I Calendar
New Messages Actions |

Date From Subject Student Title Actions
-
07/25/2018 |Jones, Alissa Help Heeded - A Unigue Planet - Problem # 4 flissa Jones A Unique Planet Help Request
07/25/2018 |Jones, Alissa Help Meeded - A Unigue Planet - Problem # 1 flissa Jones A Unique Planet Help Request
07/25/2018 |Jones, Alissa Help Meeded - A Unigue Planet - Problem # 1 From this list, you can

go directly to the

07/13/2018 | Tumer, Rosemarie Batch Enrcliment Result assignment to
_ respond by clicking
07M2/2018 |Tumer, Rosemarie Batch Enrollment Result .
the Help Request link.
07M2/2018 |Tumer, Rosemarie Batch Enrollment Result View 1-2 of 2

Your top 9 unread messages are shown above.

« A Help Request on the Gradebook > Action Required tab.

Grading |Action Required I Assessment Summary

From this list, you can

go directly to the Mark Unread Mark Read

assignment to
L Student < Subject g . R Assignment Type Event Date Status
respond by clicking
Jones, Alissa | | | 1 the Assignmentlink. | |
N
DY MAMIC \
[ Jones, Alissa Elective Earth Science STRUCTURE OF A Unigue Planet Help Request 07/25/2015 05:06 pm
EARTH

fed] Page of 1 View1—1of1‘

Access your messages

To access your messages, do one of the following:

« On the main nav bar, click the Messages tool. This action takes you to the Messages tab and displays your Inbox. See
"Messages tab" on the next page.

« Click the New Messages link to go to your Inbox on the Messages tab.

You can also access an assignment help-needed message from a student by doing one of the following:
o Click the Help Request link on the Actions tab.
« On the Gradebook > Action Required tab, click the Assignment link.

@.’J Ignitia® v2.43 Messaging System Guide 7
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Messages tab

Tip: To quickly open an unread message, click it in the New Messages list. Tools (buttons) on the

Message page allow you to take action with the message, such as closing or archiving it. Depending on

the type of message, you may be able to forward, reply, or export the message. When you open a

message and take action, it is removed from the New Messages list, but the message remains in the list

on the Messages tab.

Messages tab

By default, the Messages tab displays All messages (unread and read) in your Inbox in chronological order by date and time
when received. Unread messages appear in bold text and read messages are in normal text.

Messages

/

All Messages
All Messages

Unread Messages
d M g

All Messages . MNew Message Mark as Read Mark as Unread Archive
Type ‘ Date - From Subject Preview Actions
|C I |SEarch by last name | | | m
07i252018 Jessica Brunskill ~ . . —
B Help Needed - English Il Jessica Brunskill: Can | talk to u today? LAYl
03:25 pm 1essan]
o €]
0712512013 _ Help Needed - English Language Arls Auaiﬁoansica Brunskill: | am ahead in this course. | —
B Jessica Brunskill (JessBrun) @ ﬁ f‘ [ -] -'.'-
02:44 pm Resources need to work on the other ones
07/25/2018 Jessica Brunskill: 1 am very far behind in this —
B Jessica Brunskill (JessBrun) | Help Meeded - Algebra | Fundamentals " @Mt E L
02:43 pm course. Can we talk?
07272018 Jessica Brunskill: Can we meet b4 our next —
B Jessica Brunskill (JessBrun) |Help Meeded - Biclogy @ ﬁ f. [ -] -!'n
04:16 pm class?
07122018 ) “fou have 2 new enrollments! The following 2 —
Evans, Justin Baich Enrollment Result @~ E
03:40 pm enroll..
07/02/2018 i Jessica Brunskill has been enrolled o the —
Jessica Brunskill (JessBrun) | New Enroliment ) @™ >
11:36 am course - Health Education
@ 07172018 | Jessica Brunskill Help Needed - "Through the Tunnel": Cultural | Jessica Brunskill: | really need help with - T
03:56 pm (JessBrun) Traditions and Prereading - Problem & 10 this lesson.
722018 . Jessica Brunskill has been enrolled fo the —
Jessica Brunskill (JessBrun)  |MNew Enrollment @€ ﬁ [ -]
11:21 am course - Algebra | Fundamentals
06/29/2018 Ashley Becker has been enrolled to the —
Ashley Becker (abecker) MNew Enrollment @ P [ -]
02:20 pm course - Algebra | Fundamentals
View 1 - 10 of 10

« To read a message, under Actions, click the View message @ tool. Depending on the type of message, you may be able

to archive, forward, reply to, and export the message.

« To write a message, click New Message. See "Write and send messages" on page 15.

Features and tools

The Messages tab has several features and tools (identified on the example above) to help you manage each messages list.
Symbols visually indicate the type of message and other features include:

8 Ignitia® v2.43 Messaging System Guide




Message

type symbols

(9 Ignitia

Item  Feature/tool

A Viewing and
sorting filters

B Message tools
(buttons)

(o Message type
symbol

D Date and
From
columns

E Subject and
Preview
columns

F Actions
column

Message type symbols

Description

Easily find and manage messages and change the information displayed. See "Filter, sort, and search
your Messages list" on the next page.

Quickly write and send messages, mark messages as read or unread, and archive multiple messages.
See:

o "Write and send messages from the Messages tab" on page 15.
« "Mark messages as Read or Unread" on page 12.

« "Archive and unarchive messages" on page 34.

Indicates the type of message. See "Message type symbols" below.

Shows the date and time of the message and message sender or receiver name.

Shows the Subject of the message and a short preview of the message contents.

Displays action tools so that you can view, reply to, forward, archive, view the lesson in the message,
export, and move an archived message back in your Inbox. See "Actions tools" below.

Symbols in the Type column visually indicate the type of message. You can sort the Type column by message type.

Symbol

A\

©

(=]

Actions

System-generated message, such as the result of a batch enrollment, new
enrollment, enrollment change, etc.

Help needed request from a student while working on questions for an
assignment.

Person-to-person message from another teacher, admin, or student. For
example, a student in a course assigned to you has a question or a teacher

Indicates See...

"Importance of system-generated
messages" on page 28.

"Read and respond to assignment
help-needed messages from
students" on page 23.

"Read and respond to person-to-
person messages" on page 26.

may need your assistance.

tools

Tools in the Actions column allow you to take action for a message.

Tool

View

message

@

Reply to
message

Description See...

Opens the Message page so that you can read the message.

While reading the message, other action buttons are

available based on the type of message.

Opens the Reply to Message page so that you can reply to
the sender and add other recipients to the message.

« "Read and respond to person-to-person
messages" on page 26.

(e
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Filter, sort, and search your Messages list

Tool

-

Forward
message

-~

Export
message
as pdf
&
View les-
son in
help-
requested
message

&

Archive
message
—

Move
message
to Inbox

aa

Description

Opens the Forward Message page so that you can forward
the message to other recipients and include a response.

Creates a pdf of the message, including any message

threads, so that you can effectively communicate message
details with others.

Opens the lesson and the student's question so that you
can reply to the lesson help request.

Removes the message from the Inbox list and puts it under
the Archived list.

Removes the message from the Archived list and puts it
under the Inbox list.

Filter, sort, and search your Messages list

See...

« "Read and respond to assignment help-needed
messages from students" on page 23.

"Forward messages" on page 32.

"Export person-to-person and assignment help-
needed messages as PDFs" on page 30.

"Read and respond to assignment help-needed
messages from students" on page 23.

"Archive and unarchive messages" on page 34.

"Archive and unarchive messages" on page 34.

By default, the Messages tab displays All messages (unread and read) in your Inbox in chronological order by date and time
when received. Unread messages appear in bold text and read messages are in normal text.

You can filter, sort, and search the list to find a specific message or messages with a specific subject. Depending on the filters

you choose, the column headings on the list may change. For example, when viewing Sent messages, the To column appears in
place of the From column.

10 Ignitia® v2.43 Messaging System Guide
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Filter, sort, and search your Messages list

Action Do the following...
Filter list to see only archived « From the Inbox list, select Archived.
I o From the Inbox list, select Sent.

Tnbox |

Archived
Sent
5

Filter list to see read or unread By default, the list displays All Messages (read and unread).
messages « To see only read messages, select Read Messages.

« To see only unread messages, select Unread Messages.

Unread Messages
Read Messages

Fron
Search for messages by In the row immediately below several column headings are blank smart search boxes.
sender/receiver or subject » Start typing in any smart search box and once you have entered at least three

characters, the list is filtered to match the entered characters.

Enter characters in
smart search text boxes.

From / \ Subject

Z S
| || | )

Ccammen Sandiego
) New Enroliment
fr candiennt

Sort list « Click to the right of a column heading name to display an ascending/descending
control. Sort the column.

Reset list (clear search filters) « To reset the list after entering search characters, delete the characters in the text box.
Press Enter.

Page through the list

As the list grows, use the item number and paging controls located at the bottom of the page to view all items.

Ignitia® v2.43 Messaging System Guide 11
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Mark messages as Read or Unread

« From the list, select the number of items you want displayed on the page.

« Use the paging controls to move forward or backward through the pages.

e oG

Paging controls View 1-10 of 14

Mark messages as Read or Unread

When you open a message, the message is automatically marked as Read. If desired, you can easily mark a message as Read or
Unread. By default, the Inbox displays all messages - read and unread - in chronological order by date and time when received.
You can filter the Inbox list to see Archived or Sent messages.

1. On the main nav bar, click Messages.

2. Tofilter the list to see only unread messages in the Inbox, from the All Messages list, select Unread Messages. Or, change
the Inbox filter to show Sent or Archived messages.

Messages
Inbox ¥ || All Messages v
All Messages
Archived Unread Messages T
Sent Read Messages

3. To select a message to mark as Read or Unread, click the check box next to the Type column, or to select all messages,
click the check box in the column heading.

Date « From

Click here to
select all = E
messages
e 2802015 )
Turner, Rosemarie B
02:00 pm
DE2142016 )
Turner, Rosemarie B
0510 pm
06/21/2016 .
Turner, Rosemarie E
05:10 pm

4. Click Mark as Read or Mark as Unread.

12 Ignitia® v2.43 Messaging System Guide (C
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Mark messages as Read or Unread

Messages
Inbox ¥ || All Messages v New Message Mark as Read Mark as Unread Archive
Type Date From Subject Preview Actions
OT05/2016 Rosemarie Turner submitted 1 enroliment =
- '—Q\ — Tur Basch Engaliment Dasult B ”"M rd

Depending on the filters you applied, the message, or messages, are removed from the list.

Q.‘J Ignitia® v2.43 Messaging System Guide 13
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Write and send messages

Ignitia provides multiple ways to send write and send messages to students, student groups, and other users (depending on your
user role). You can:

« "Write and send messages from the Messages tab" below.
« "Write and send messages to students while viewing their progress" on the next page.
« "Write and send messages to students enrolled in your courses" on page 18.

o "Write and send messages to students while grading assignments" on page 20.

Write and send messages from the Messages tab

1. On the main nav bar, click Messages.
2. On the Messages tab, click New Message.
The Message page appears.
3. To select the message recipients, do the following:

a. From the Contacts list, select a type of contact to filter the list. Depending on your user role, the types of contacts
you can select from may include All Students, My Students, Admins, Teachers, All Groups, and My Groups.

Message x

e L Contacts | My Students ¥
_._.—-"'—.-._ Admins

Teachers

Subject: All Students
e My Students SIS BY)
All Groups
My Groups |

Brow

O O| O

Carver, April (april_carver)

2]
h'
c
i
i
il
m
1]
I
(V]
@
[1:]
4
|
4
4

Carver, /ugust Laugust_carver)

Chambers, Donnie (donchamber
Chambers, Ronnie (ronchamber:
Cooper, Brad (b_cooper)
Cooper, Diane (d_cooper)
Davidson, Abel (abel.davidson)

Davidson, Angela (angie.davidso

OyO|o|o|o|o|d

Greene, Denise (denise.greene) .

4

Close Send Message

Or

In the search field, start entering the first few characters of the person's name or username.

© Ignitia® v2.43 Messaging System Guide 15
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Write and send messages to students while viewing their progress

Tip: You can start typing the contact's name in the blank box to filter the list to only show contacts that

match the characters you enter.

b. If you selected either All Groups or My Groups, from the Groups list, select a group.

c. Click the check box for the contact(s). By default, if you selected a group, all of the group members appear as
selected on the Group Members tab and their names are automatically placed in the To field of the message. To
remove a group member from the recipient's list, clear the check box.

Contacts | All Groups v

Groups | chandler campus v

Group Members All Students

Bigelow, Bentley (ben_bigelow)

< ®

Brown, Tim (tim.brown)

<l

Davidson, Abel (abel.davidson)

Davidson, Angela (angie.davidson)

L I

Feathers, Connie (cfeathers)

Mchuliffe, Betty (betty.mac)

<]

Paulo, Steve (s_paulo)

e WPV SR SN

<l

d. Follow steps a - ¢ to continue adding recipients to the message.

4. Enter the Subject of the message.

Tip: As you are typing the subject and message, the automated spelling check tool will underline words

in red that it feels are misspelled. You can keep the word as is or fix the spelling.

5. Type the message in the large box below the format toolbar. You can use the formatting tools to change the look and
structure of the message.

6. When you are satisfied with the contents and recipients, click Send Message.

Based on the number of message recipients, your Sent list contains a message for each recipient. For example, if you
sent the message to 12 recipients, your Sent list contains 12 person-to-person messages.

Write and send messages to students while viewing their progress
Using the internal messaging system, you can write and send a message to a student, or a student group, while you are viewing
and managing their assignments.

1. On the main nav bar, click Gradebook.

2. On the Grading tab, in the Student field, enter the first few characters of the student's first or last name, student ID, or
campus ID. Select the student from the list of matching results.

Or

16 Ignitia® v2.43 Messaging System Guide ©
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Write and send messages to students while viewing their progress

If you want to locate a group of students, in the Group field, enter the first few characters of the group name. Select the
group from the list of matching results.

3. Click Search.
The student's name(s) appears with all enrolled courses listed below it.

4. If you have more than one student, for example, you searched for a student group, for any student, click the New

Message tool.
Wrigley, Jim (Username: jimwrigley, User Status: Active) New message }—_n I+ 2 Gomwe
Course Name Enroliment Start End Progress Score Actions
+ |Algebra |l Active 021242015 DE252M5 T% 9.7 ._‘;P|E'ft 4

In the Message page, the selected student appears in the To field. If you are sending the message to a student group, go
to step 5. If you are only sending the message to one student, go to step 6.

5. To send the message to a group, from the Contacts list, select All Groups (Admins and Super Teachers only) or select My
Groups.

a. From the Groups list, select a group.

b. By default, all of the group members appear as selected on the Group Members tab and their names are
automatically placed in the To field of the message. To remove a group member from the recipient's list, clear the
check box.

Contacts | All Groups v

Groups | chandler campus v

Group Members All Students

hY

Bigelow, Bentley (ben_bigelow)

<

Brown, Tim (tim.brown)

<

Davidson, Abel (abel.davidson)

Davidson, Angela (angie.davidson)

|0

Feathers, Connie (cfeathers)

McAuliffe, Betty (betty.mac)

<

Paulo, Steve (s_paulo)

NS L Y TN G

<

6. Enter the subject and message contents.

7. Click Send Message.

Based on the number of message recipients, your Sent list (accessed from the Messages tab) contains a message for each
recipient. For example, if you sent the message to four students, your Sent list contains four person-to-person messages
as shown in this example. For more information, see "Messages tab" on page 8.

© Ignitia® v2.43 Messaging System Guide 17
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Write and send messages to students enrolled in your courses

Sent All Messages ' New Message

Type Date To Subject Preview Actions

U fo— Burns, Grace Set up tekephone conferenc e ¢ all for next week Hi2ncs, Lela by lraslupa lekcon fornert | o b &
N [ L o
02:08 pmi it week. Please kbt me know your avail

Oxos2018 Evenyone_ | will nof be avaiable tomorrow,

u " |Baer, Chice My avadable hours for Wed, Feb. 10 sk &t
D45 am VWied, Feb 10, to answer your questions., |
Q202016 Everyone, | will not be avaitable tomorrow,

D Bartcky, Sophia My avaidabls hours for Wed, Feb. 10 et e ; @ L
DE:45 am VWed. Feb 10, 1o answer your guestons. |,
sl i 1] Evaryons, | will not be & alable 1OMOFToWw,

G : Bonnos, Emma My avadabie hours for Wed, Feb. 10 ; @k
08:45 am Wed. Feb 10, to answer your guestions. |...

Write and send messages to students enrolled in your courses

Using the internal messaging system, you can write and send a message to all students enrolled in a course assigned to you. For
example, you will be unavailable to provide course assistance for several hours during a regularly scheduled school day. You
can message the students in your course(s) that you will respond to their questions when you are available.

On the main nav bar, click Course Enrollment.

On the Course Enrollments tab, select the View by Course filter.
In the Subject and Course fields, select the subject and course.
In the Teacher field, enter the first few characters of your name.

Click Search.

ok b e

Course Enroliments

“igw by student Student Status Active r Student
* ‘few by course
Enrcliment Status Active v Student ID
Subject Mathematics v Campus |05
Course Geometry v
Teacher Trini Super (tsuper)

—_—y Search ’

6. From the search results, select the student(s) you want to message, or to message all students in the course, select the
check box at the top of the list next to the Student Name column.

7. Click the New Message button.

18 Ignitia® v2.43 Messaging System Guide ©
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Write and send messages to students enrolled in your courses

Geometry GoTo @
Selects :
Resche all ate Place On Hold Archive MNew MESSa00  — Add Enrollment
ent Name Subject Course Status Reason Teacher Term Actions
# | Pocle, Arianna (Username:; ari_pocle, User Status: Mathematics | Geometry Active Lear, Student - 07/31/2014 - Edit
Active) Shanda | 05/28/2015
#| | Burgess, Hunter {Username: hburgess, User Mathematics | Geometry Active Lear, Default Term (08/01/2014 | Edit
Status; Active) Shanda | - 01/23/2015)
#| | Lancaster, Savannah (Username: s_lancaster, Mathematics | Geometry Active Lear, Student - 041052015 - dit
User Status: Active) Shanda | D&/30/2015
# | Blevins, Alyssa (Username: ABlevins, User Status: | Mathematics | Geometry (CRx) | Active Lesar, Student - 0S/07/2015 - dit
Active) Shanda | 08/31/2015

The Message page appears with the selected student(s) in the To field. If you are sending the message to a student group,
go to the next step. If you are only sending the message to one student, go to step 9.

8. To send the message to a group, from the Contacts list, select All Groups (Admins and Super Teachers only) or select My
Groups.

a. From the Groups list, select a group.

b. By default, all of the group members appear as selected on the Group Members tab and their names are
automatically placed in the To field of the message. To remove a group member from the recipient's list, clear the
check box.

Contacts | All Groups v

Groups | chandler campus v

Group Members All Students

hY

<

Bigelow, Bentley (ben_bigelow)

Brown, Tim (tim.brown)

<

Davidson, Abel (abel.davidson)

Davidson, Angela (angie.davidson)

LU ImAe|

Feathers, Connie (cfeathers)

<

McAuliffe, Betty (betty.mac)

Paulo, Steve (s_paulo)

TS W BT T Sy Uy |

<

9. Enter a subject and message content.
10. Click Send Message.

Based on the number of message recipients, your Sent list (accessed from the Messages tab) contains a message for each
recipient. For example, if you sent the message to four students, your Sent list contains four person-to-person messages
as shown in this example. For more information, see "Messages tab" on page 8.
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Write and send messages to students while grading assignments

Messages

| Sent # All Messages ' New Message

Type Date + To Subject Preview Actions

Hi Grace, Lef's try 1o set up & telscon for next
D Burns, Grace Set up telephone conferance ¢ all for next week 1 = i @ X
week Please ket me know your avail
Eweryone,_ | will nof be available tomorrow,
D Baer, Chioe My avadable hours for Wed, Feb. 10 : &=t
Wed, Feb 10, to answer your questions., |
Everyons, | will not be avaitable tomarrow,
D Bartch, Sophia My avadable hours for Wed, Feb. 10 A H ; ' @+ L
Wed. Feb 10, to answer your questons. |
Q20S2016 Evaryond, | will not Be 8y ARabIE 10MOrTow,
D e Bonnas, Emma My avadable hours for Wed, Feb. 10 4 . @ L
08:45 am Wed. Feb 10, to answer your guestions. |

B N i I e et T or T S |

Write and send messages to students while grading assignments

Using the internal messaging system, you can write and send a message to a student while you are viewing an assignment. The
Teacher Assignment view has a New Message button that allows you to send a message to the student while you are viewing
the questions, answers and contents of their assignment.

1. Do one of the following to open and view an assignment:
« On the Home page, in the Assignment Alerts list, in the Title field, click the assignment title link.
« On the main nav bar, click Assignment Alerts, and then in the Title field, click the assignment title link.

« On the Gradebook > Grading tab, search for a student or course. In the search results, expand the course to the
assignment level, and then click the assignment title.

« On the Gradebook > Action Required tab, in the Assignment field, click the assignment title link.
The Teacher Assignment view appears.

2. Click the New Message button.

i - - Status. Score: 0.0 S
& Course: Algetra I Compieted Assignment Score: 0.0 | Update Score
& Unit 1. SET, STRUCTURE, AND FUNCTION _—
et Actions | A Resed | | New Message
[% Assignment 2. Properties of Sets N8 N LY 1--_-""---..,
Secnon 1
Previous | 1*| Next |
W D e e [ o g,

The Message page appears with the student's name in the To field. If you want to send the message to a student group,
go to the next step. If you are only sending the message to one student, go to step 4.

3. To send the message to a group, from the Contacts list, select All Groups (Admins and Super Teachers only) or select My
Groups.
a. From the Groups list, select a group.
b. By default, all of the group members appear as selected on the Group Members tab and their names are

automatically placed in the To field of the message. To remove a group member from the recipient's list, clear the
check box.
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Write and send messages to students while grading assignments

Contacts | All Groups v

Groups | chandler campus v

Group Members All Students

&

<

Bigelow, Bentley (ben_bigelow)

<

Brown, Tim (tim.brown)

Davidson, Abel (abel.davidson)

Davidson, Angela (angie.davidson)

|0

Feathers, Connie (cfeathers)

<

McAuliffe, Betty (betty.mac)

<

Paulo, Steve (s_paulo)

o

4. To include the assignment information as the subject of the message, click the Assighment Info check box. Otherwise,
enter a subject and message contents.

Message x

To: Wrigley, Jim (jimwrigley) X Contaclsil'"':y Students W

Subject: @ 1. SET, STRUUUR@ M Assignment Info [7] I- .
O

Bigelow, Benjamin (ben_bigelow)
B I U P E E E| sz -||A- B

Bigelow, Brian (brian.bigelow)
Butler, Aaron (aaron.butler)
Carlos, Juanita (juanita.carlos)
Feathers, Donald (dfeathers)
Mewman, Barry (b.newman)

Wrigley, Jacob (jacobwrigley)

R|Oa|o|o|a

Wrigley, Jim (jimwrigley)

-

Wrigley, John (johnwrigley)

Close Send Message

5. Click Send Message.

Based on the number of message recipients, your Sent list (accessed from the Messages tab) contains a message for each
recipient. For example, if you sent the message to four students, your Sent list contains four person-to-person messages
as shown in this example. For more information, see "Messages tab" on page 8.
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Write and send messages to students while grading assignments

Messages
All Messages ' New Message
L Type Date + To Subject Preview Actions
oxos2me HiGrace, Lefs iry 1o set up a telecon for next
Burns, Grace Set up teksphons conference cal for next week @ L
(=) 02:08 pr i # week. Pleass It me know your svail,
OHOs2018 E . | will not be avaiable t X
E Baer, Chice My available hours for \Wed, Feb. 10 et kgl bl it saibony &t
DE:45 am Wied, Feb 10, to answer your questions. |,
¢ Q202016 E one, | will not be avaiable tomorrow,
2 B Bartok, Sophia My avalabie hours for Wed, Feb. 10 Al “ amL
DE:45 am Wed. Feb 10, 1o answer your questions. 1.
i i) 1] Eviryone, | will not be available 1Omorrow,
(& Bonnos, Emma aable hours for Wed, Feb, 10 ®m
D 0845 am b My sl Wed. Feb 10, to answer your questions. I...

‘l
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Respond to and take action on messages

Now that you know how to access your messages, what you see on the Messages tab, and how to write messages, this section
explains:

« How to respond to assignment help-needed messages from students. See "Read and respond to assignment help-needed
messages from students" below.

« How to respond to person-to-person messages, including student messaging for help with a course. See "Read and
respond to person-to-person messages" on page 26.

« Theimportance of system-generated messages and actions you can take for these types of messages. See "Importance of
system-generated messages" on page 28.

o How to export messages to PDF format to share with others. See "Export person-to-person and assignment help-needed
messages as PDFs" on page 30.

o How to forward messages to other internal users. See "Forward messages" on page 32.

o How to archive and unarchive messages. See "Archive and unarchive messages" on page 34.

Read and respond to assignment help-needed messages from students

When students need help with a specific question in an assignment, they can send the teacher a message using the Ask For

Help © ASKFOR HELP button below the question. Messages sent by students from within an assignment, using the Help button,
have “Help Needed” in the Subject line and provide a link in the message itself to the assignment.
1. Use one of the following ways to read and respond to assignment help-needed messages:

« From the Home > Activity Stream tab, click the message in the New Messages list or in the Actions list, click the Help

Request link.
Welcome, Rosemarie The same assignment
Activity Stream Calendar hEIP'nEEde_d mes_sages
appear in two lists

New Messages Actions
Date From Subject Student Title Actions

07/25/2018 |Jones, Alissa Help Meeded - A Unique Planet - Problem # 4 tlissa Jones A Unique Planet Help Request
07/25/2018 |Jones, Alissa Help Meeded - A Unique Planet - Problem # 1 Wlizza Jones A Unigue Planet Help Request
07/25/2018 |Jof From thlS IISt‘ you ha\:l’e tO Planet - Problem # 1 From thls IISt‘ you can

open the message first, go directly to the
or3eots [T then click the assignment assignment to

link to respond. respond by clicking

0711212018 | TuriEr i OSEaNE e EnToImEnT RSt the Help Request link.
07122018 |Tumer, Rosemarie Batch Enrollment Result 110 View 1-2of2

Your top @ unread meszages are shown above.

« From the Gradebook > Action Required tab, click the Assignment title link.
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Read and respond to assignment help-needed messages from students

Grading |Actior| Required I Assessment Summary

From this list, you can

go directly to the Mark Unread Mark Read

assignment to

O Student Subject . R Assignment Type Event Date Status
respond by clicking
Dones, Alissa || | [ | the Assignmentlink. | |
e,
DYNAMIC AN
| =] Jones, alissa Elective Eath Science | STRUCTUREOF || AUnique Planet |  Help Request | 07/25/2015 05:06 pm
EARTH

& Page|l |of1 View1—1of1‘

« From the Messages tab, look for the assignment help-needed symbol @ . To go directly to the question in the

assignment where the student initiated the request, under Actions, click the View Lesson Q tool.

Messages |
|Inbox v || All Messages v | New Message Mark as Read Mark as Unread Archive
]| Type Date « From Subject Preview Actions
! [search by last name | | |
. s
— 07/25/2018 ~ ~ ~ Alissa Jones: this lesson ig difficult. can
J Alissa Jones (al_jones) Help Needed - A Unigue Planet - Problem 2 4 @& f. &
05:07 pm you help?
— 0772572018 Alissa Jones: | can meet you at 4pm today. is —
(5] @ 0508 Alissa Jones (al_jones) Help Meeded - A Unique Planet - Problem £ 1 that ok? v P Y @ f‘ [ -] 5‘ &
06 pm ok?

The Help request opens on top of the assignment in the Teacher Assignment view as shown in this example.
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Read and respond to assignment help-needed messages from students

P —
BJ_d_I_L]—MnJ.:"_]_nlmLI'_CuH.ﬂJﬂ_]_
T Help - Question #4 ®

Alissa Jones: this lesson is difficult. can you help?

| Posslb

anE ets

1m ;ystj

Reply

2. Enter your reply in the text box and click Reply.
3. To close the Help request, click the Close [X].
This next set of steps explains the message response for the student.

1. If the student is working in Ignitia, they see the new messages indicator that appears next to the Messages tool on the
main nav bar. Otherwise, when they log in, the new messages indicator visually tells them that a new message has
arrived.

2. The student clicks Messages, and then clicks the message from the teacher.

Turner, Rosemarie 07/25/2018 05:28 pm
Help Reply - A Unigue Planet - Problem # 4 >
Rosemarie Turner: Yes, | can sit you later today.

Turner, Rosemarie 07/25/2018 04:43 pm
Help Reply - A Unigue Planet - Problem #1 >
Rosemarie Turner: Sure. | can help you. Let's meet.

3. The student clicks the Assignment link to open the assignment.
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Read and respond to person-to-person messages

From: Rosemarie Turner
To: Alissa Jones
Subject: Help Reply - A Unique Planet - Problem £ 4

Assignment: Earth Science : A Unique Planet *\

On 07/25/2018 05:28 pm MDT, Rosemarie Turner wrote

Rosemarie Turner: Yes, | can sit you later today.

FORWARD ARCHIVE

4. The student reads the teacher's reply and can respond to it.

IO T oo T O e T T
What do you need help with? Bnta
Me: Can we talk about this assignment?
Rosemarie Turner: Sure_ | can help you. Let's meet. ronta
Me: | can meet you at 4pm today. is that ok? d gas
conta
Inet
conta
conta
Write message SEND
AT

Read and respond to person-to-person messages

Replying to a person-to-person message is as simple as replying to an email message in any email program. A person-to-person
message uses this symbol a as its visual indicator in your Messages list.
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Read and respond to person-to-person messages

Tip: When a student sends a message to the teacher for the course, that type of message has the subject
of "Help Needed - [Course Name]" and uses the person-to-person (= message symbol and has the same

actions as a person-to-person message.

1. On the main nav bar, click Messages.

2. Use the Type column sort filter to sort the list in ascending order by message type so that any person-to-person messages
are at the top of the list.

3. To read the message, under Actions, click the View message @ tool.

4. To reply to the message, click the Reply button.
Tip: To reply to a message without reading it, under Actions, click the Reply * tool.

The Reply to Message page appears with the sender's name in the To field and the original subject and message content.

Reply to Message x

To Contacts | My Students ¥

Kevin Campbell X

Subject:

[ Re: schedule changes [ Blevins, Alyssa (ABlevins)
[T Brewer, Evan (e_brewer)
E I U 59 E = = Size ~ || A~ B~ [T Burgess, Hunter (hburgess)
[T Cochran, Henry (h_cochran)
[T Conley, Isaiah (iconley)
[T Crabtree, Jake (jcrabtree)
On 05/05/2015 03:00 pm PDT. Kevin Campbell wrote [T Doright, Dudley {d_doright)
Thanks. Shanda. I have no plans for June so anv changes to the school [ Ducay, Leidy (lducay)
schedule will be okay. [T FannyEGallegos@gustr.com, Fa
Kevin [T Frazier, Riley (RileyF)
. [ Goode, Alaina (alaina.goode) -
Chen DSOS IS O -AA cren DT Chanda T ane 1weata ,
Close Send Message

5. You can keep the default information that appears or delete it. To add more recipients, do the following:

a. From the Contacts list, select a type of contact to filter the list. Depending on your user role, the types of contacts
you can select from may include All Students, My Students, Admins, Teachers, All Groups, and My Groups.

Or

In the search field, start entering the first few characters of the person's name or username.
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Importance of system-generated messages

6.

Tip: You can start typing the contact's name in the blank box to filter the list to only show contacts that
match the characters you enter.

b. If you selected either All Groups or My Groups, from the Groups list, select a group.

c. Click the check box for the contact(s). By default, if you selected a group, all of the group members appear as
selected on the Group Members tab and their names are automatically placed in the To field of the message. To
remove a group member from the recipient's list, clear the check box.

When finished, click Send Message.

Importance of system-generated messages

System-generated messages occur when:

An enrollment changes, such as an enrollment has been transferred to another teacher (Subject = Enrollment Change).
A new enrollment has occurred (Subject = New Enrollment).
A new enrollment is processed by the Ignitia system (Subject = Batch Enroliment Result).

System support notifies the teacher of record that an enroliment may soon be archived and the teacher may need to take
action (Subject = Notification to teacher regarding pending archival action).
See

System support notifies the teacher of record that a student has completed a course (Subject = Notification of
completed course).

System support notifies the school Admin that a student attempted to use their Single Sign-On (SSO) credentials and an
association for the student could not be found in Ignitia (Subject = Unassociated Login Attempt).

You will want to read system-generated messages, especially after enrolling students, because with a Batch Enroliment Result
message, you are notified if any enrollments failed to be created as shown in this example.
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Read and take action on system-generated messages

Message x
From: Shanda Lear
Subject: Batch Enrollment Result

On 04/27/2015 09:45 am MDT, Shanda Lear wrote
Shanda Lear submitted 3 enrollments on 04/27/2015 09:41 am MDT.

The following 2 enrollments succeeded:

Civil War

Jjim schutt (jrschutt)
amy trowbridge (trowbridge)

The following 1 enrollments failed:

Civil War

camryn schutt (camryn) was not enrolled; reason: The student already has an existing
enroliment with the course and term.

Close Archive Forward

Read and take action on system-generated messages
Tip: System-generated messages also appear in New Messages list on the Home > Activity Stream tab.

1. On the main nav bar, click Messages.
2. A system-generated message uses the bell f.ﬁ\ symbol. Use the Type column sort filter to sort the list in ascending order
by message type.
To read the message, under Actions, click the View message @ tool.
4. If desired, do one of the following:
« If you do not want to take action, click Close.

« If the message is for a pending archival action for an enrollment, you can extend the enrollment. See "How auto-
archiving enrollments happens and how teachers can respond" below.

« To archive the message, click the Archive button. See "Archive and unarchive messages" on page 34.

« To forward the message, click the Forward button. See "Forward messages" on page 32.

How auto-archiving enrollments happens and how teachers can respond

If an enrollment is in Active or On Hold status and the student has not opened any assignment in the enrollment for the period
of one year (52 weeks), then the system will automatically move the enroliment to Pending Archive status. At this point, the
Teacher of Record (TOR) for the enrollment is sent a message to their Inbox seven days in advance notifying of the pending
archival action.
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Notification to teacher regarding pending Alert: The following student's enrollments —

[ .: .DZI'E?J'ZD'”Y
‘ = Q 12:38 am SUBROAL, System archival action. will be archived in seven da... - f" =
When opened, the message content looks like this:
hMessage 4
From: System Support
Subject: Matification to teacher regarding pending archival action.
On 02/06/2017 12:38 am MST, System Support wrote -

Alert: The following student's enrollments will be archived in seven days if no action is
taken.

** This is a system generated message. Please DO NOT REPLY! **

The following student's enraliments will be archived in seven days if no action is taken. The
enroliments listed below have not been accessed in the past 52 weeks and will
automatically move to archive status in seven days if no action is taken. If you wish to keep
these enrallments in their current state, please click on the Extend Enrallment Link next to
the enroliment title(s) and these will remain in their current state,

Student Details  Enrollment Detailsy Action

1. Garriscn Craig English | CCS5 Extend Enrollment
2 . Hahn John Geometry Extend Enrollment

i
Close Archive Forward Reply

« If desired, to extend the enrollment and keep it in its current state, the TOR can click the Extend Enrollment link in the
message.

Export person-to-person and assignment help-needed messages as PDFs

You can export your person-to-person messages and assignment help-needed messages as PDFs so that you can share the
communication details with others. When you export a message that has multiple communication efforts (threads), if you select
the most recent message, the entire communication thread is exported. You can export unopened and opened messages.

There are multiple ways to export a message as a PDF. You can:
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o Export an unopened message from the Messages tab.
« Export an opened message from the Messages tab.
« Export an opened message from the Home page > Activity Stream > New Messages tab.
Export an unopened message from the Messages tab
1. On the main nav bar, click Messages.

By default, the Messages tab displays All messages (unread and read) in your Inbox in chronological order by date and
time when received. Unread messages appear in bold text and read messages are in normal text.

2. (Optional) To filter the list to see only unread or read messages in the Inbox, from the All Messages list, select Unread
Messages or Read Messages. Or, change the Inbox filter to show Sent or Archived messages.

3. Under Actions, click the Export & tool.

The message downloads as a PDF. Depending on your browser, you may be given the option to keep the subject as the
name of the PDF or you can change it. The file may show on a tab at the bottom of the page.

4. Click to open the file, or just attach the pdf file to an email in an external email program.

Recipient: Jones, Rita Sender: Burr, Tim
Recipient Username: rita.jones Sender Username: t_burr
Subject: Will be sending enrollment schedule soon Date exported: 07/14/2015

On 07/14/2015 02:48 pm MST, Tim Burr wrote
Rita,
| am still setting up the school. Have patience. | will send out the schedule soon.

Export an opened message from the Messages tab
1. On the main nav bar, click Messages.

By default, the Messages tab displays All messages (unread and read) in your Inbox in chronological order by date and
time when received. Unread messages appear in bold text and read messages are in normal text.

2. (Optional) To filter the list to see only unread or read messages in the Inbox, from the All Messages list, select Unread
Messages or Read Messages. Or, change the Inbox filter to show Sent or Archived messages.

3. To open the message, double-click it.

4. Click the Export button.
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Message x
From: Burgess, Hunter (hburgess)
Subject: Help Needed - Mathematic System: Set Theory Review - Problem# 7

Assignment Geometry : Mathematic System: Set Theory Review

On 05/07/2015 11:55 am PDT, Hunter Burgess wrote

Hunter Burgess. Ok. Thank you,

Close Archive Forward Export

The message downloads as a PDF. Depending on your browser, you may be given the option to keep the subject as the name of
the PDF or you can change it. The file may show on a tab at the bottom of the page.

Export an opened message from the Home page > Activity Stream > New Messages tab
1. On the main nav bar, click Home.
2. On the Activity Stream tab, in the New Messages list, click a person-to-person or help-requested message to open it.

3. Click the Export button.

Message X
From: Burgess, Hunter (hburgess)
Subject: Help Needed - Mathematic System: Set Theory Review - Problem# 7

Assignment Geometry : Mathematic System: Set Theory Review

On 05/07/2015 11:55 am PDT, Hunter Burgess wrote

Hunter Burgess: Ok Thank you,

Close Archive Forward Export

The message downloads as a PDF. Depending on your browser, you may be given the option to keep the subject as the name of
the PDF or you can change it. The file may show on a tab at the bottom of the page.

Forward messages

You can forward any type of message to others. When you forward a message, the To field is empty and you must select at least
one recipient. You can forward unopened and opened messages.

Forward an unopened message
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1. On the main nav bar, click Messages.

By default, the Messages tab displays All messages (unread and read) in your Inbox in chronological order by date and
time when received. Unread messages appear in bold text and read messages are in normal text.

2. (Optional) To filter the list to see only unread or read messages in the Inbox, from the All Messages list, select Unread
Messages or Read Messages. Or, change the Inbox filter to show Sent or Archived messages.

3. Under Actions, click the Forward ~ tool.
The Forward Message page appears with the original subject and message content.
4. To select the message recipients, do the following:

a. From the Contacts list, select a type of contact to filter the list. Depending on your user role, the types of contacts
you can select from may include All Students, My Students, Admins, Teachers, All Groups, and My Groups.

Or

In the search field, start entering the first few characters of the person's name or username.

Farward Message 4
To ] Contacts | My Students ¥
Admins
Teachers
All Students
Subject: Imi:lsE My Students Higelow)
- All Groups b
Fwd: Getting ready for the new school year [ Brov My Groups vibrown)
I ST, 1T LT LT
B I U 9 P=SN= =||Sze -|| A- B)- [ Chambers, Ronnie (ronchamber
[ Cooper, Brad (b_cooper)
[ Cooper, Diane (d_cooper)
[ Davidson, Abel (abel.davidson)
12015 01- ; , P .
On 08/21/2015 01:03 pm MST. Tim Burr wrote [ Davidson, Angela (angie.davidsc
[ will have updated schedules for vou soon. [ Duvall, Robert (r.duvall)
[T Feathers, Connie (cfeathers)
[ Greene, Denise (denise.greene)
»
Close Send Message

b. If you selected either All Groups or My Groups, from the Groups list, select a group.

c. Click the check box for the contact(s). By default, if you selected a group, all of the group members appear as
selected on the Group Members tab and their names are automatically placed in the To field of the message. To
remove a group member from the recipient's list, clear the check box.
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Contacts | All Groups v

Groups | chandler campus v

Group Members All Students

< =

Bigelow, Bentley (ben_bigelow)

Brown, Tim (tim.brown)

<]

Davidson, Abel (abel.davidson)

Davidson, Angela (angie.davidson)

|0 O

Feathers, Connie (cfeathers)

Mchuliffe, Betty (betty.mac)

<l

Paulo, Steve (s_paulo)

LT Y W T S

<]

5. You can enter additional comments in the message area and delete any part of the original message content.

6. When finished, click Send Message.

Tip: You can forward a message while reading it. Just click the Forward button.

Archive and unarchive messages

Because you cannot delete messages in Ignitia, you may want to archive messages to keep your Inbox list manageable. You can
archive unopened and opened messages and you can archive multiple unopened messages from the Messages tab.

If desired, you can move archived messages back to your Inbox.
To archive unopened messages from the Messages tab:
1. On the main nav bar, click Messages.

2. (Optional) Filter or sort the list to locate the message(s) you want to archive. See "Filter, sort, and search your Messages
list" on page 10.
In the example below, the list was filtered to show only read messages (example A).

3. To select a message, click the check box next to the Type column, or to select all messages, click the check box in the

column heading (example B).

—
4. Under Actions, click the Archive B tool, or if archiving more than one message, click the Archive button (example C).
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Messages

Please double click a row to view message

| Inbox ¥ | Read Messages v Mew Message Mark as Read Mark as Unread

From Subject Preview Ac‘tions\

C

Bentley Bigelow (ben_bigelow) |Mew Enrcliment

. & |O7H 52015

Bentley Bigelow has been enrclled to the

& | & @&
course - Civil War

Selects =

| . . Rita, | am still setting up the school. Have =3
|Burr, Tim Wil be sending enrcliment schedule scon i o | @ - H X
| patience. | will send out the schedule ...

Bt bt A A et gt B - A . s B PR

The message(s) is(are) removed from the list and now appear in the Archived list.
To archive an opened messages from the Messages tab:

1. (Optional) Filter or sort the list to locate the message(s) you want to archive. See "Filter, sort, and search your Messages
list" on page 10.

2. To read the message, double-click it.
3. To archive the message, click the Archive button.
To archive an opened message from the Home > Activity Stream > New Messages tab:
1. On the main nav bar, click Home.
2. On the Activity Stream tab, in the New Messages list, click a message to open it.

3. Click the Archive button.

Message x

From: Burgess, Hunter (hburgess)

Subject: Help Needed - Mathematic System: Set Theary Review - Problem # 7

Assignment: Geometry : Mathematic System: Set Theory Review

On 05/07/2015 11:55 am PDT, Hunter Burgess wrote

Hunter Burgess: Ok. Thank you.

—

Fa
Close Archive Forward Export
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Archive and unarchive messages

The message is removed from the New Messages list and now appears in the Archived list on the Messages tab.
To unarchive or move archived messages back to your Inbox:

1. On the main nav bar, click Messages.

2. To see all archived messages, from the Inbox list, select Archived (example A).

3. To move an archived message back to your Inbox, select the check box for the message, and under Actions, click the
Move to Inbox &a tool. To move multiple messages, select their check boxes and click the Move to Inbox button

(example B).

Messages

Please double click a row to view message

Read Messages A Mew Message Mark as Read Mark as Unread Move to Inbox

Actions

Pate - From Subject Preview

07152015 | . _ 3 |Bentley Bigelow has been enrolled to the
Bentley Bigelow (ben_bigelow) |MNew Enrcliment @

10:27 am course - Civil War

PR S RS RRE e R RSP ¢ S PRY P b e

The message(s) is(are) removed from the Archived list and now appear in chronological order by date and time received in the

Inbox.
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