Emailing guardians of those students with missing assignments

e Center, click on New, select Missing Assignment Message as the Message Tyoe

Missing Assignment Message: Step 1

Create a new message of select an existing message template saved to your user account or user group(s).

Message Type

User/User Group

[ser ]

Template

=new=

Delivery Details

Delivery Devices

[+ Inbox Email [ ] Text
Delivery Date

peieote |
Inbox/Email Delivery Time

Sender's Email

messenger@mocresthod

The bottom part... do not change. It is a generic message, but list all assignments scored with “M”
UEnvery Lidis
benezoie  |EQ
Inbex/Email Delivery Time

Sender's Email

|messenger@mooresnhoc{

Message Details

Message Subject
|ru'l issing Assignment |

IMessage Body
1 B I U = = = == @ B ® = — A& [F
Your student | SUGENtArStNAME has the following missing assignments.

_____________________________________________
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Please sign into your school's parent portal at; MssingMessengerportalURL tLJ find more information.



Clcik on Next at the bottom of this screen, and the following will show.

Missing Assignment Message: Step 2

Students
Section

27 2 2-2 o

@ All Students l:] Spetific Students

Recipient Criteria
Message sent to guardians of selected students that meet criteria below:

Select Term 1 Assignments
|:| Select Al Expand All

» [l PROGRESS REPORT 1
+ [l FINAL SEMESTER GRADE
» [l ELIGIBILITY 4

[[] Allow Repeat Messages

[ Back | [ Next | | Close |

Click “select all” (Final Semester Grade will be checked)
Click Next

A sample screen will show as below..

Missing Assignment Message: Step 3

Delivery Summary

Delivery Date: 0882016
InboxEmail Delivery Time: 01:24 PM
Recipient Count: 2

Mo Devices: o

Process [nbox: 1

Email: 3

Message Preview
Message Subject:  Missing Assignment
Message Body: den R

information.

[ Back | | Send | | Review Recipients | | Close |

Click review Recipients



A list of those students who are missing assigments will show.
Review Recipients

[“]  Recipient Name ~ Student Name

M — A Preview
@ angelamaiso@yahoo.com

[+] Process Inbox

ST - Preview
[+] sandradv@gmail.com

T - Preview
[+] latisha.thurston@yahoo.com

Click on Preview

Message Preview

Recipient Name: M

Dievice(s): <Eyahoo.com
Process Inbox

Subject: Missing Assignment
Message Body: ‘our student DRAKE has the fellowing missing assignments.

« DESKTOP PUBLISH & GRAPHIC DSGM -- Word: Found Dog Flyer
« DESKTOP PUELISH & GRAPHIC DSGM - Word: Train Ride Flyer

Please sign into your school's parent portal at

https:./lcampus. mooreschools. comicampus/portal’moore. jsp to find more
information.

Click close

Go back to the screen where you clicked on Review Participants... Click Send



