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Send General Class Messages to Students and
Parents

Last Modified on 08/31/2020 3:35 pm CDT

PATH: Campus Instruction > Message Center > New > Message Type: Class Message
PATH: Campus Instruction > Notification Bell lcon > Message Center > New > Message Type: Class Message

Send a Class Message to students and/or guardians to communicate class information to your sections, such as
a reminder about upcoming parent/teacher conferences or other types of general naotifications. Class messages
can be sent to guardians and students. This option was called Teacher Messenger in the original Instruction
module.

Use this tool to create a message to send, or to save a message template for later use.

= Instruction ~
Class Message: Step 1

Create a new message or select an existing message template saved to your user account or user group(s).
Message Type
| Class Message EI

User/User Group

U [5]

Template

[rews — [o]

Planner

Message Center

Delivery Details

Delivery Devices

Inbox  [7] Email [7] Voice [ Text
Delivery Date

08/22/2017 izezz)

Inbox/Email Delivery Time

Message Details

Message Subject

| Save | | Save As | | Delete | | Test | | Next | | Close |

The steps for sending a Class Message are as follows:

e Step 1 - Delivery and Message Details
o Step-by-step

e Step 2 - Recipients
o Step-by-step

e Step 3 - Preview and Send
o Step-by-step

Templates
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When you create a message, you have the option of selecting an existing message template or starting from
scratch. See the Create a Template for Sending Messages article for more information about templates.

Use the User/User Group and Template fields to select which template you'd like to start with, or choose a
Template of new. The User/User Group dropdown list has options for your own account (User) and for each of the
User Groups you are a member of. If you have the correct tools rights, you can save templates to a user group,
which would make that template available to all users in the group.

If you select a specific template, fields in the message auto-populate based on that template, but are still editable
for this instance of the message. Use the save buttons to save the current template (Save), or to save the
message as a new template (Save As).

Step 1 - Delivery and Message Details

The Delivery and Message Details options available depend on your district's messenger settings.

Delivery Device

The Delivery Device options determine how the message is delivered to the recipients. Different fields display for
each device; all appropriate fields display if you choose more than one device.

Note that there are separate Delivery Times for Inbox/Email messages and Voice/Text messages. Inbox/Email
messages can be sent at any time, but you may want to limit the delivery of Voice and Text messages to daytime

and evening hours.

Inbox - Sends the message to the recipient's Portal account.

Email - Sends the message to the recipient's email address on file.
Voice - Sends the recorded voice message to the recipient's voicemail.
Text - Sends the SMS text to the recipient's mobile number.

Delivery Details

Delivery Devices

Inbox Email [J] Voice [7] Text
Delivery Date

ez @

Inbox/Email Delivery Time
1:53pm

5

ice/Text Delivery Time

jry

:53pm

Sender's Email

|teach&rsun@emﬂ ilL.com |

Caller I

Delivery Details

Message Details
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For a Class Message, none of the message fields auto-populate. Enter your message as desired, including
Campus fields that populate based on the recipient. For example, the student.firstName field will populate with the
student's actual first name in each message based on the recipient.

Message Details

Message Subject

|Field Trip Permission Slip

Record a Message
Add WAV File
Add Email Attachment X History Figld Trip Permizsion Slip.docx

Message Body

1 B I U == = =

Cur ;'Ec?g_c_r]grygs‘:s_‘.enger_courseNamej‘ class will be attending the History Museum on Thursday, May 4th. Please sign the attached

Text Message

[Inﬂn'rte Campus recommends not exceeding 140 characters as this may result in multiple messages being sent to recipients in random order.

[Fl

Message Details

Delivery and Message Detail Fields

The columns on the right indicate which fields display for which devices, (I)nbox, (E)mail, (V)oice, and (T)ext.

Delivery Description I E V T
Options
Delivery The date the message is scheduled to be sent. The default setting is the X X X X
Date current date; change the date to send the message on some date in the

future.
Inbox/Email The time the message is scheduled to be sent on the Delivery Date. The X X
Delivery default setting is the current time; change the time to send the message at a
Time future time.
Voice/Text The time the message is scheduled to be sent on the Delivery Date. The X X
Delivery default setting is the current time; change the time to send the message at a
Time future time.
Reply to The email address that displays when a received hitsReply. This email X
Email address populates based on the Email Settings set up for the district and is

either the default email address selected for the district or your email
address entered in Census. This field mav be editable. or read onlv. based
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Caller ID

Message
Details

Message
Subject

Record a
Message

Add WAV
File

Add Email
Attachment

Message
Body

Text
Message

Tt — = —srs— s = s —hi———s s si— si—s— iy m = S —ie—n— i — — s s — i —eng gy —— =

on district settings.

The phone number that displays on the recipient's caller ID. This phone
number populates based on the Caller ID Preferences set up for the district.

Description
The subject line of the message.

This link opens up a public voice file recorder where you can record a voice
message for this message. Once you've recorded a message, use the Add
WAV File option to upload the file to the message.

Upload an existing WAV file of a voice message.

Allows you to upload a file attachment.
Note that file names that include special characters cannot be uploaded.
Special characters include : /\,[]{}()!;"*?<>]|CR, LF, "."or Tab.

The message sent to the recipient. Default text displays providing an
example of the type of Grades Message that you could send, but is entirely
editable. Format using the options above the message. The image icon
allows you to insert a web link to an image. The link icon, which looks like a
chain, allows you to insert a web link.

In the example, the fields outlined in blue are Campus fields, which display
information based on the recipient. For example, the student.firstName field
displays the first name of the student recipient for each message. Use the
green F button to access available Campus fields.

The message sent to the recipient. Default text displays providing an
example of the type of Grades Message that you could send, but is entirely
editable. Text messages cannot be formatted.

In the example, the fields outlined in blue are Campus fields, which display
information based on the recipient. For example, the student.firstName field
displays the first name of the student recipient for each message. Use the
green F button to access available Campus fields.

There is a character limit of 400 characters for text messages.

Infinite Campus recommends not exceeding 140 characters as this may
result in multiple messages being sent to recipients in random order.
When a text message reaches this length, a warning message displays
indicating such. The message cannot be saved until the character limit
is met.

Existing text message templates still display in their entirety, but need to
be modified to be within this limit before sending.
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Details Step-By-Step

No ok

®

10.

1.

12.

. Select Class Message as the Message Type.

To start with an existing template, select aTemplate that is assigned to you as aUser or a User Group you
belong to in the next two fields.
Indicate which Delivery Devices to send the message to. Devices are available based on your district's
settings. Additional options display based on the device(s) selected.
Enter a Deliver Date, either the current date or a date in the future.
Enter Deliver Times for Inbox/Email and Voice/Text messages.
If sending an Email, review theReply to Email. This field may be editable based on district settings.
If sending a Voice message, review theCaller ID number. This field may be editable based on district
settings.
Enter a Subject for the message.
Attach any additional files needed for the message, either byRecording a Message and Adding it as a
WAV File for Voice messages or Adding an Attachment for Emails.
Modify the default content in theMessage Body if desired. Use the options at the top of the text box to
format the text, add images or links, and include Campus fields. This text applies to Inbox, Email, and Voice
messages.
If sending a text, modify the default content in theText Message if desired. Campus recommends limiting
this text to 140 characters. Messages greater than that length that include variable length Campus fields are
sent as multiple messages that may not be delivered in the correct order.
Use the options along the bottom of the window to move on:

o Click Save or Save As if you're modifying or creating a template. The Delete option also applies to

templates. See the Grades Message Template article for more information about these options.

o Click Test to view your message as recipients would see it.

o Click Next to move on to the next step of sending the message, which is determining recipients.

o Click Cancel to exit the message without sending.

Step 2 - Recipients

The second step of sending a message is selecting which students and/or messenger contacts to include in the
recipient list. Class messages can be sent to multiple sections at a time, either to the entire section or specific
individuals.

To send a message to All recipients from section(s), choose that option and select the section(s) to include
from the list of your sections, divided by term.
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Recipients

@ Allrecipients from section(s) (7 Specific recipients from section(s)
Sectioni(s)
Select Al Expand Al

» Term 1
3 Term2

» Term 3

01} 2300-1000 US History A
02) 2350-1000 US History B
04) 9100-1000 AP History

Recipients
Student Messenger Contacts Students

Including Full Sections in the Recipient List

To choose Specific recipients from section(s), mark that option to view a list of recipients by section. Add
recipients, sorted by Student Messenger Contacts or Students, from the selected section. Recipients can be
added from either or both lists. Select additional sections if desired; the Recipient List can include students and/or
contacts from multiple sections.

Class Message: Step 2

Recipients

.f) All recipients from section(s) @. Specific recipients from section(s)

Section(s)
[ 01) 2300-1000 US History &[]

@ Student Messenger Contacts (0) Studentz

Select Recipients

Recipient List

Student, Carl
10 Student, Luke C
041} 2300-1000 US History A

Student, Tom
10 Student, Andrew
041} 2300-1000 US History A

Remove =

Student-Teacher, Alice
10 Student, Luke C
01) 2300-1000 US History A

Student, Brenda
10 Student, Andrew
01) 2300-1000 US History A

Remove

Student, Tom
10 Student, Lydia J
01) 2300-1000 US History A

Student, Samuel
10 Student, Brocke J
01) 2300-1000 US History A

Remove

Student, Brenda
10 Student, Lydia J
041} 2300-1000 US History A

Student, Samuel
10 Student, Kyle M
041} 2300-1000 US History A

Remove

Student, Samuel
10 Student, Bree
01) 2300-1000 US History A

Student, Carl
10 Student, Jordan E
01) 2300-1000 US History A

Remove

Student-Teacher, Alice
N Student Inrdan F

List of Specific Recipients

Blended Learning
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If your school is using Blended Learning, an icon displays next to each student's name indicating their
blended learning group.

Recipients Step-By-Step

First, indicate if you want to selectall recipients from your section(s) or specific recipients.

All Recipients from Sections

1. Expand the Term to view a list of of sections in that term or select a Term to include all sections in that term.
Alternately, mark Select All to include all sections in all terms.

2. From an expanded Term, select which Section(s) you'd like to include.

Indicate if the recipients should be Student Messenger Contacts, Students, or Both.

4. Click Next to review the message prior to sending.

@

Specific Recipients from Sections

1. Select the first Section from which to add recipients. You have the option of adding recipients from one
section, switching sections, and adding more recipients from another section.

2. Sort the list of possible recipients by Student Messenger Contacts or by Students. Add recipients from
either or both lists.

3. From the Select Recipients list, click Add to move individuals to theRecipient List. Click Remove to move
individuals off the Recipient List. Use the Add All and Remove All buttons below the lists as desire.

4. Click Next to review the message prior to sending.

The Student Messenger Contact options are determined by the Messenger checkbox on theRelationships
tab.

Step 3 - Review and Send Messages

The final step of creating and sending a message is to review recipients and send the message.

The Delivery Summary displays the options selected in the Delivery Details at the beginning, and theRecipient
Counts, as well as a Preview of the Message(s) with any attachments. Recipient Counts indicate the total
number of recipients, as well as:

e The number who will not receive the message through any means (No Device),

e The number with a Portal account who could receive the message through the Process Inbox, and

e Those who had email addresses or phone number in Census with the appropriate messenger settings who
received the message through those methods (Email and Voice/Text).

The Message Preview displays all messages that will be sent to recipients.

To review specific recipients, click Review Recipients. To remove a recipient prior to sending the message, or to
remove a delivery device, unmark the checkbox next to the individual or any of their message devices. For
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example, in the image below that includes all guardian contacts and students for a section, one parent has two
students in the course; unmark one of the duplicate recipients to prevent repeated messages. Click the student's
name to view their summary. Click Preview to view the message as that parent would see it, with the appropriate
Campus fields populated.

Recipients who do not have any devices listed below their names (such as email addresses and phone numbers)
will not receive the message.

If you've made any changes to this screen, clickSave and then Close to return to the preview screen. Otherwise,
click Close to return.

Class Message: Step 3

Review Recipients

Delivery Summary
Delivery Date: 06M3/2014

[

Recipient Name & Student Name Section
Inbox/Email Delivery Time: 01:53 PM

=l

Student, Andrew Student, Andrew 2300-1000 US History A Preview =

VoicefText Delivery Time:  01:53 Pi
¢ elvery Time Student, Bree Student, Bree 2300-1000 US History & Freview

=

Recipient Count:
Student, Brenda Student, Andrew 2300-1000 US History A Preview
studentmom@email.com

(456) 5557891

O

No Devices:
Process Inbox:

Email:
Student, Brenda Student, Lydia 2300-1000 US History A Preview

studentmom@email. com
(456) 555-7891

Voice/Text:

Message Preview

Student, Brooke Student, Brooke 2300-1000 US History A Preview
Meszage Field Trip Permizsion Slip
Subject:

Email History Field Trip Permizsion Slip.docx
Attachment:

g:::age Ourﬁeach erhl esse_n_g_e_r._c_:tu_r_sg_N_a_n]é class will be attending the History Museum on Thursday, May 4th. Please sign the ched permission slip for
: :rstudent. firsth amé and return to me via email or as a paper copy.

Text Message: Pleaze return a signed permission slip for our ﬁeacherMessenger.cuurseNamé field trip to the History Museum on the 4th.

| Back | | Send | | Review Recipients |

Reviewing Recipients

Click Send to send the messages. If any of the delivery devices is recognized as invalid, an error message
displays and messages are not sent. In this case, click Review Recipients again and unmark the checkbox next
to the erroneous email address or phone number and click Save and Close. Messages will not be sent to this
device. Click Send again to send the message to the remaining devices.

Once messages are successfully sent, a summary screen displays recipient counts. To view a log of messages
sent, mark the checkbox next to the delivery devices and click View Log. A printable log generates that includes
the following sections:

e Delivery Summary - Includes Date and Time of the message and counts for devices, with both attempted
and successful counts where appropriate.

e Filter Criteria - Includes the criteria that determined which students' guardian contacts were sent the
message.

e Message Detail - Includes the content of the message(s) and appropriate information about the sender
(email address and phone number).
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e Delivery Detail - Lists the guardian contacts who were sent the message, their students' names, the
Delivery Device(s), the Status of the message, and the Time the message was sent.

Leave all device checkboxes blank to view a general message log of just Delivery Summary, Filter Criteria, and
Message Detail.

Class Message: Step 3

Your message has been sent successfully.

Recipient Count: 16

No Devices: 6

Process Inbox: 0

Email: 10
“oice/Text: 0
Select delivery devices and view a log of messages sent, if desired.

/| Mo Devices Inbox /| Email “oice/Text

| Back | | View Log | | Close |
1214 Harriz on High 585 Pe achtres Patoway, Metro City WN 55436
PGene;ate:lzon OEM320M403:51.07 P Sent Message Log D ate: DE/M122014 251 P
age 1o

Delivery Summary

Start T ez 8/1 52014 4:20 PM TowlInhox: 0O T otal Vodre Atiempted: i}

End Tine: 0132014 04:20 FM Total Emails: 10 T otal Text Meszages Atienpied: 0

Druration: 0 nrrortes Towal Voice: O Recipients contarted successfully by plone: 0

Toial Recipiends: 15 Total Texi: u] Recipient not condacied by phone: 15

Total Mo Device: &

Filter Criteria
Sechons: Z300-1000 U5 Histoory &

tWessage Detail

Sender's Email: teackerson@enail com

CallerIDy: (FETRILIETE

Email 4 tachment File: 200 406-13-14-13-11_History Field Trip Parns sion 5 lip doex

Messaze Body:

Our teache rtdess enger. courseName class will be attending the History Museum an Thursday, May dth. Please sign the atached permission slip for studerd firstM ame and return to me
wia email or 2 a paper copy.

Message Text

Flease return a signed permission lip for our teacher bessenger. courseMame field trip to the Histony hiuseum on the <th.

Delivery Detail

Recipient Shudent Seation Deivery Device Status Tamne
Smderit, Sdrenr Smdert, Swdrenr A300- 1000 TT5 History £

Smdevt Pree Smdeit Pree 2300-1000 775 History &

Smdene, Erenda Smdene Lydia 2300-1000 TS History A smlsrarrom e mail com Pendirg 420 T
Studert, Brooke Studet  Brooke 2300- 1000 T3 History &4

Smdet, Carl Smdert, Jordan 2300-1000 TS History A sturar@eradl c om Dnidive 0420 DB
Stadert ordar, Smdert Jordan 2300- 1000 TS History & jordisnuFernail com Pemidire 0490 T

Review and Send Step-By-Step
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1. Click Review Recipients to view each planned recipient of the message. Unmark checkboxes for any
recipients’ devices that shouldn't receive the message and click Save and Close to return. If you don't make
any changes to the recipient and device list, just click Close to return.

2. Click Send to schedule the message. Any invalid delivery devices, such as an invalid phone number,
generate an error. Use the Review Recipients list to remove these invalid devices.Save, Close, and return
to Send the message again. The message will be sent at the Delivery Date and Time chosen.

3. A total Recipient Count and by-device totals displays.

4. To view a printable log of the message, clickView Log. If desired, mark the device checkboxes below the
recipient counts to include Delivery Details for those devices.
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