Schoology Messaging
Select the Messaging icon at the top right corner of the Schoology window. If there are
unread messages, the number of unread messages will appear next to the icon. By default,
you will receive an email when you get a message in Schoology.
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Click any message in the drop-down window to open the message inbox. Messages may
also be opened from the left pane on the Schoology window.
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To create a new message, choose the New Message button. A new message window will
open.
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Enter the recipient's name in the To field. A list of teachers automatically populates as you
type. The list will depend on your child’s school. If you have more than one child, all of the
teachers from your children’s schools will appear. Select the instructor from the list.
Type the subject and the message.
Files, links, resources and audio/video recordings may be added to messages.
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Attached materials will appear at the bottom of the Message window. When the message is
complete, select the Send button to send the message. To cancel the message, choose the
Cancel button. The message draft will not be saved.
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