SchoolMessenger Adding New Lists

Adding New Lists

The first step in sending a broadcast is to create a list of people who will receive it. Most lists you create will update
automatically each time new data is imported into your account. For most customers this occurs each day. That means
that lists can be used over and over, and they will always stay current. For example, if you create a list of all of your
students you can reuse that list forever, since any adds/drops/changes will automatically be reflected in the list with
each data upload to your account. In other words, you shouldn’t need to create a new list each time you send a new job.
Follow the steps below to create a simple rules based list:

Adding a New List
Adding a list is simple.

1. Click the Broadcasts tab.

SchoolMessenger

Broadcasts Reports System Admin

Show activity for Me =l

((#)) New Broadcast

Activity Summary
BROADCAST TEMPLATES
Broadcasts Content Mix Top Types Top Senders = = =
7 - E 44% 5 Emergency 7 Amy Spence ;e'ir\“” Facts-soni Deyt
- - - Uav
2. From the List Builder, click the Add New List button.
| Dashboard Broadcasts Reports System Admin
Lists Messages Broadcasts Templates Classroom Surveys Responses

List Builder

The list, All Students - Gram Hill Elementary, is now deleted

My Lists e @ Add New List [l © Add New List by Section Wl i Subscribe to a List
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3. You are now in the List Editor. Enter the name for your list. (For example, “All Students” or “Staff”). Be sure the
list name describes who is in it — not the type of message you are planning to send.

SchoolMessenger

Dashboard Broadcasts

Lists Messages Broadcasts Templates

' List Editor:

List Editor

List Name /&,

Description

Total 0 S Preview
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Adding Rules to Your List
One of the easiest ways to add a group of people to your list is by defining rules. Rules allow you to define groups of
people who meet certain criteria. For example:

e All Students

e Students in a specific grade

e  Only Staff

1. Click on the Select a Field drop-down menu. We’'ll create a list of All Students.

List Editor:

B List Editor

List Name @ All Students
Description
Total 0 S Preview
LISTCONTENT

List Rules @

Select a field to filter on

Field
Select a Field[¥]
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2. Select Contact Type from the drop-down menu.
LISTCONTENT

List Rules ©

Select a field to filter on

Field

Select a Field[w]

Select a Field
First Name
AL Last Name VOLS

-{Language ot
Grade Level
I I!h:l

Contact Type De

"""""" M
School .

3. Select Criteria is.
4. Choose Student
5. Click Add

List Editor

ListName @ All Students
Description

Total 0 S Preview

LISTCONTENT
List Rules ©
Enter a value
Field Criteria Value
Contact Type[¥] ".?.’ L) ] Self-signup © Add
' is NOT
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6. Confirm that the Total count is similar to the total number of students in your school.

List Editor

List Name @ All Students

Description
Total S Preview
LISTCONTENT
List Rules (~]

Remove Al Rules

Rule #1 | contact Type | | is Student| | % Remove

To add another filter rule select a field

Field
Select a Field[ ]

7. Click the Done button at the bottom of the page.

ListName @  All Students
Description
Total 16580 | G Preview
LIST CONTENT

List Rules -]

Remove Al Rules

Rule #1 | Contact Type | | is Student| 3 Remove

To add another filter rule select a field

Field
Select a Field[®]

ADDITIONAL LIST TOOLS

Tool Description
© Enter Contacts Manually type in new contacts

a om Address Book Choose from conlacts you manually typed in

Search for people by name, ID#, email, or pt

#8 Quick Pick
72 Search by Rules Search the shared sysiem contact database
Upload List Upload a list of contacts using a CSV Me

45 Refresh | «” Done
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8. Your All Student List is now saved and can be viewed or edited under the Broadcasts = Lists menu.

SchoolMessenger

Dashboard Broadcasts Reports System Admin

|
‘ Lists Messages Broadcasts Templates Classroom Surveys Responses

List Builder

i 3 Add New List (@ Add New List by Section W+ Subscnbe to a List
y LISTS o ¥

Showing 1-2of 2records on 1pages Pagel ¥

IsmBr

“. Name P Edt | [] Preview | g Publish | 3¢ Delete

o

&) Date

9. You can continue to build lists using Rules by following the same steps above. You also can use multiple rules to
build a list. For example, to create a list of 12" Grade Boys:
a. From the Lists page, click Add New List.
b. Inthe List Editor, from the Rules Drop Down menu, choose Grade is 12, and click Add
c. Choose another field; in this case, Gender is M. Click Add.
d. Then click Done at the bottom of the page

List Editor

List Name @ | 12th Grade Boys

Description

Total 2448 | S Preview

LISTCONTENT

List Rules (]

| Remove All Rules

| Rule #1 | Grade Level | |is 12| %Remove
[Enter a value
Field Criteria  Value
Gender =l @ is LlF Q Add
is NOT i 7| M
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Additional List Tools
Creating a list using rules assumes you want to grab a group of people based on specific criteria. You can also create lists
using the Additional List Tools.

1. From the Broadcast> List Builder page, click Add New List.
2. Onthe List Editor page, name your list just as you did when adding rules.

Manually Entering Contacts
1. Click the Enter Contacts button.

B List Editor

List Name @ More Tools
Description
Total 0 “ Preview
LISTCONTENT

List Rules (v]

| [Select a field to filter on

Field
Select a Field[=]

ADDITIONAL LIST TOOLS

| Tool Description

© Enter Contacts Manually type in new contacts

e e z f = =
B Open Address Book Choose from contacts you manually typed into your personal address boo

Search for people by name, ID#, email, or phone number

#8 Quick Pick

o rch the shar ystem con ing rul
-_qSearchbyRules Searc e shared syslem contact database using rules

‘ Upload List Upload a list of contacts using a CSV file

%% Refresh + Done
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2. Enter the individual’s contact information into the appropriate fields. You may also choose how this person is
contacted based on the notification type preferences by checking the appropriate boxes.
3. Add Email and SMS Text phone number information as required.

Addaress BOOK: New Lontact

Address Book Editor

First Name & Susan
Last Name & Smith

Language @ English [=|
Preference

Address Line 1
Address Line 2
City
State
ZIP Code
PHONE SETTINGS
Phone 1 @ 888-527-5225

Preferences @ v Emergency
¥| Attendance
Y| General

v Survey
Phone2 @ 888-920-3897

Preferences @ [¥] Emergency
¥| Attendance
Y| General

¥| Survey

4. Click the Done button at the bottom of the screen to add this person to your list.

DDITIONAL LIST TOOLS

Tool Description

- Manually type in
&3 Enter Contacts 4

ﬂOpen Addiass Book Choose from co

Search for peop
#8 Quick Pick ol

Ed Search by Rules ST

Jplo stof
Upload List Upload a list o

%% Refresh + Done
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5. This will also add the person to your personal Address Book. You can add this individual to future lists by simply
using your Address Book.

Additions Rem

Showing 1-1 of 1 records on 1 pages. Page 1..".

In List Unigue ID

First Name Last Name
v

& Susan S
%

Smith

J
6. To add another person to your list, repeat the process.

[Note: To remove a manually added individual from your list simply uncheck the box next to the individual's name in
the Additions section of the List Editor window, then click the Refresh button.]

Quick Pick

Quick Pick allows you to rapidly search for individuals in your database by entering their name, phone number, ID
number, or email address.

1. Click the Quick Pick button located in the Additional List Tools section to access the List Search screen.

ADDITIONAL LIST TOOLS
Tool Description

& Enter Contacts Manually type in new

contacts

Choose from contacts you manually typed into your personal address book
B open Address Book ! A JORE T i -

88 Quick Pick

Search for people by name, ID#, email, or phone number

J Search by Rules Search the shared system contact database using rules

Upload List

Upload a list of contacts using a CSV file

2. Enter the individual’s name, phone number, ID number, or email address in the search field.

Communications, LLC.
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3. Click the Search button to display the results of your search.

List Search: More Tools

Search Options

Search Options

@) Search for Person

Search by Sections

Search @ baker

#8 Search + Done

Search Results

Sort By
{# ShowHide Fields S
Last Name w First Name * -None - -
In List Unique ID First Name Last Name Destinations
@, 108842 Amalrani Baker

1 phone, 1 emai, 0 sms

@, 109672 Jeannette Baker 2 phones, 1 email, 0 sms

4. Select the individual for your list by checking the checkbox next to their name.

Search Results

Sort By
_‘-'}Snown-h-ﬂe Fields Showing 1-5 of Srecords on 1 pages. Page 1 »

Last Name w First Name w | - None - »
In List Unique ID First Name Last Name Destinations School

1 @, 108842 Amairani Baker 1 phone, 1 emsd, 0 sms Norwalk High School
.i! g_\ 109672 Jeannetie Baker 2 phones, 1 emad, 0 sms Norwalk High School

@, 1003761 Donavan Baker lii 1 phone, 1 emad, 0 sms Santa Cruz Elementary

5. Click Done to save your changes or continue building your list.
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6. To remove individuals from your list, simply uncheck the box next to the individual’s name. Then click Refresh.

Additions Remove all adds Showing 1-2 of 2 records on 1 pages. Page 1 E|
In List Unique ID First Name Last Name
7 ‘;"\. 109672 Jeannette Baker
v e, Susan Smith

Uploading CSV File Lists
Upload List allows you to create a list of contacts by uploading a Comma Separated Value (CSV) text file.

1. Click Upload List.
ADDITIONAL LIST TOOLS

Tool Description

© Enter Contacts Manually type in new contacts

ﬂ Open Address Book Choose from contacts you manually typed into your personal address book

Search for people by name, ID#, email, or phone number

8 Quick Pick

- Search the shared system contact database using rules
3 Search by Rules : L

Upioad 3 st of col CSV file
Upload List Upload a list of contacts using a i
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2. Choose your Upload Type. SchoolMessenger can work with CSV files in two formats:
a. Contact Data

b. Id# Lookup

Jpload List: More Tools

© Preview X Cancel

Upload Call List File

Upload Typel o
Contact data

ile format must be a Comma Separated Value (C
estinations, and insertable fields for use in mes:

ile must be a list of ID#s only (one per line)

ID# lookup

Ussda e [Bowe-

(1) Please select a file to upload and then click Preview to continue
© Preview X Cancel

3. Browse to select the file you wish to upload.

Jpload List: More Tools

© Preview X Cancel

Upload Call List File

Upload Type: @ File format must be a Comma Separate
= destinations, and insertable fields for u:
Contact data:
3 File must be a list of ID#s only (one per
' |D# lookup:

UploadFile:  \sers\AmylDesktoplUpload CSV

©2012 Reliance Communications, LLC [07052012]. All rights reserved. These materials cannot be reproduced without the express written permission of Reliance
Communications, LLC.

12



SchoolMessenger Adding New Lists

4. Click Preview to view the file data.

Upload List: More Tools

Upload Call List File

Upload Type: @ File format must be a Comma Separate
destinations, and insertable fields for us

Contact data:

) File must be a list of ID#s only (one per
-/ |D# lookup

UploadFile! . sersiAmy! \
Al y\Desktop\Upload CSV | Browse..
| (Browse._ |

5. Contact Data - Your list contains the complete information for recipients in the following order: First Name, Last
Name, 10-Digit Phone Number, Email Address (optional). From the dropdown menus, select which field the
phone and email information should be mapped to. For example, if all of the phone numbers should go in the
Phone 1 field, select Phone 1 from the dropdown menu.

i
Upload List: More Tools

©5Sae  ©Prevew  Select Different File X Cancel

Upload Preview

First Name Last Name Phone 1 - Email 1 b

Sally Smith (888) 920-3897 ssmith@paradisetraining com

6. ID # Lookup - Your list only contains the ID numbers for your recipients as they exist in your database. The
system will match the recipient's contact information already stored in the system based on this number.
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7. If your uploaded list looks correct, click the Save button. If you need to upload a different file, click the Select

Different File button. If you would like to exit without saving your list, click the Cancel button.

D% First Name
1001267 Seba
101427 Brooklynn
1005858 Kenfick
105665 Nelly

Jpload List: More Tools

@ Save | Select Different File X Cancel

Matched ID#s

Last Name
Abate

Ball
Smithen

Voss

Phone Number
(543) 857-1290
(543) 857-1290
(543) 857-1290

(543) 857-1290

Email
SebaAbate@example.com
BrooklynnBall@example.com
KenrickSmithen@example.com

NellyVoss@example.com

ew your list then dick Save.
© Save | Select Different File X Cancel

8. Once you are back on the List Editor page, review your list to make sure you have the recipients you want.
9. Click Done to save your list and return to the List Builder page.

ListName @ More Tools
Description
Total 5 S, Preview
LIST CONTENT

List Rules [ -]

Select a field to filter on

Field
Select a Field[=]

Additions Remove all adds
In List

v
v

Ll

Unique 1D
&, 1001267
@, 1w
a

S, 100585

S, 'osess

Showing 1-5 of 5 records on 1 pages. Page 1 '

First Name

Seba

Brookynn

Sally

Kennck

Nelly

Last Name

Abate

Ban

Smith

Smithen

Voss
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