Name of Process : Message Center

Functional Area: Financial Aid

Overview This procedure details how to view message on the Message Center. This
process shows how students can view and archive their messages in the
Message Center.

Created/Revised | January 6, 2016

Version People 9.0

Navigation: Main Menu > Self Service> Student Center > Click on the Message Center hyperlink
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The Message Center screen displays as demonstrated below. Click on the message hyperlink to view the
message.

Favorites | Main Menu > Self Service > Student Center
- : - v

Message Center

I

Include Archived Messages | RoRER |

Message Center

Parsapalical Findf B First i 0oz B 1o

Department |Regarding

Subject Sent Expires |Archived
< & < 2 i i i
1 Financial Aid Book/Supply Purchase - Spring ~ oocksiSupplies Purchasing USinG ¢4,06/5015 10:15 AM ~ 02/05/2016 o=
Financial Aid
2 Financial Aid Book/Supply Purchase - Spring —m’—"'—ugg?;m" ly Purchases - SpiNG 4, 54,9045 pa:44 PN 0312112016 O [=

Return | Un-select All Select All Archive |

The message displays as below. Click the Return pushbutton to go back to Message Center screen.

Favorites : Main Menu > Self Service > Student Center
- - - -

Message Thread
Institution: MNorthern Virginia Comm College
g g Thread: z =
Department: Financial Aid
Regarding: Book/Supply Purchase - Spring
Subject: Books/Supplies Purchasing Using Financial Aid
Thread will expire in 30 days (Feb 05, 2016)
Sent: 01/06/2016 10:15:51AM Message: 1
e —

Dearl:'

Spring book purchase using available financial aid begins Dacember 28 on line and January 4 in campus bookstores. The e-form to allow books to ba charged
against financial aid can be accessed on your Financial Aid Dashboard at <NWCC Financisl Aid Dashboard>. The last day to purchase using financial aid is
January 28. A second 8-week purchase period for those who still show anticipated aid vill begin two weeks before the start of second 8-meek classes.

Have a successful semester!

NOVA Financial Aid Office

Return |

After click on the Return pushbutton, the Message Center displays. You can archive the read message by
check the box under the Archive column.

-Fa\rovr'rtes Mamvl'«'lenu > Selfsver\rice > Student Center

Message Center
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1 Financial Aid Book/Supply Purchase - Spring ~ Sooks/Subolies Purchasina Usind o4/96/p016 10:15 AM  02/05/2016 =
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Return | Un-select All Select All Archive |
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To display the archived messages, check the box next to Include Archived Messages.

Faw:vntes MainvMenu 5 Selfsvervice > Student Center

Message Center
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&I | Include Archived Messages I—IRefreSh

Personalize | Find | First 1-4 of 4 U4 Last

Message Center

Department |Regarding Subject Sent
1 Financial Aid FA Award Adjustment - Spring ;'-"::c'-azlo‘:? Ausrd Adjustment = 51/06/2016 10:36 AM 02/05/2016 [&
2 Financial Aid Missing DL Reguirements ::Ni'l.‘r‘fd" EftEnce GOt i 01/06/2016 10:30 AM  D1/09/2016 |T
2 Financial Aid Book/Supply Purchase - Spring ?;‘;';Sc’ii'l‘i'i’{:ies Purchasing Using. o4,05/7046 10:45 AM ~ 02/05/2016 o [=
4 Financial Aid Book/Supply Purchase - Spring gg:’;srs"""“’ Purchases - SDUING 455415045 04:44 PM 03(21/2016 O [=

Return | Un-select Al Select All Archive |
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