
Emailing guardians of those students with missing assignments 
 
Go to Message Center, click on New, select Missing Assignment Message as the Message Tyoe 

 
 
The bottom part… do not change.  It is a generic message, but list all assignments scored with “M” 

 
 



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

 
 
Click “select all” (Final Semester Grade will be checked) 
Click Next 
A sample screen will show as below.. 

 
 
Click review Recipients 



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

 
 
Click on Preview 

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


