
 
 
 
 

Using Messages in Lok Jack eLearning 
 

You can send and receive messages to other students and lecturers using Lok 
Jack eLearning.   
 
In Lok Jack elearning you can check for new messages or view previous 
messages.  
 
You can use one of the methods below: 
 

• The Message Block  
• A course participant’s profile 

 
Using the Message Block 
 
From your myeLearning Home Page or your Course Home Page:  
 

1. Click on Messages in the messages block. 
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The Main Messages Window will open. 
 

 
 

2. Click on the Blue Link under “Incoming Contacts” to view new messages 
received. 

 
The Message Window from the sender will be opened. 
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3. To reply to the message, click in the text box and type the message you 
would like to send. 

 
4. Click the Send Message button. 
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Message  
Received 

Click here to type message 



Using Search to send a message 
 

1. Click the Search tab on the Main Messaging page. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Search Window opens.   
 

2. Type the name of the participant you would like to search for in the Name 
text box. 

 
3. Click Search. 
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The Search Results for users found are displayed in the Search Results window. 
 

4. Click on the participant’s name. 
 
The message screen will open. 
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Click here to type message



Sending a message through a participant’s profile 
 
From your GSB eLearning Course Home Page:  
 

1. Click on News forum. 
 

 
 
The News forum window will open. 
 

2. Click the participant’s name 
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The message screen will open. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click  the Send message button 

 
The message screen will open. 
 
For more information about how to use Lok Jack eLearning, contact: 
gsbhelpdesk@gsb.tt 
 
Modified with permission. This work is licensed by Campus IT Services, The University of the West Indies, 
St. Augustine Campus, under the Creative Commons Attribution Non-commercial License. To view a copy 
of this license, visit http://creativecommons.org/licenses/by-nc/3.0/.  
 
 - 7 – 

© Copyright 2008 Arthur Lok Jack Graduate School of Business.  
Material used with permission from The University of the West Indies, Campus I.T Services. 

Click here to type message


