
Using Message Center 
to post assignments 



To begin, login to one of your classes and go 
to the menu bar an d find other access. The 
drop down gives you the option to go to the 
message center. Click on that. The next slide 
will bring up the next window. 
 



If you want to send this message about upcoming assignments to 
just this particular class then click on this button 

However if you want to send this message about 
upcoming assignments to a class that has more than 1 
section then click on this button. 



Give your message a name i.e. Assignments 

This is where you would give a more detailed 
explanation about the assignment(s) for the 
week Date when you want this to 

appear and when you want 
the assignments to stop 
being posted. 

Click on post to calendar and in the box 
that says “Text” type in the word 
Assignments. When a student or parent 
clicks into their account the word 
assignments will then appear on the 
calendar date you have indicated in your 
posting command. 

These are email options so that 
information can go out to both the 
students via email and/or their 
parents.  Do whatever floats your 
boat. 



Here is an example of what 
one might look like once you 
completed it. 



When a students logs in or a 
parent logs in they will see 
the word  Assignment on the 
calendar date you set up in 
the message center. If you 
scroll over the word with your 
mouse then the more 
detailed description of the 
assignment(s) for the week 
appear – just as you typed it 
in on your computer. 



If the student goes to the 
message center this screen will 
appear. When the student clicks 
on the button that says “view 
messages” a more detailed 
description appears of the 
weeks assignments. 




