
Sending a Message through Infinite Campus 
 

1. Click on Message Center from the 

menu on the left side. Select New 

from the menu at the top. 

 

 

 

 

 

2. If you have a previously created 

template, you can select it from the 

drop down menu. Under Delivery 

Details, you can decide to have the 

message sent to an Inbox (this is the 

Infinite Campus inbox) and/or Email 

(this will be the email address(es) that 

are on file in Infinite Campus). You 

can change the delivery date to any 

date in the future and also set the 

delivery time to any time in the future. 

 

 

 

 

 

 

3. Type in your Message Details as 

well as your Message Body. This is 

also where you would attach a 

document as well. When you are 

done, click on Next. 

 

 

 

 

Please continue to the next page  

Leave this as the default Class Message 

Select a template if you have one saved 

Choose where you would like the message delivered 

Set a future delivery date if you would like 

Set a future delivery time if you would like 



4. In Step 2, you can choose to 

send it to an entire section (or 

multiple sections) or to specific 

people, choose the sections, 

choose parents vs. students, etc. 

When you are done click on 

next. 

 

 

 

 

 

 

 

5. On the next screen you should get a confirmation that your message has been sent! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose to send it to all members of a section 

or a select number of recipients 

Choose the section(s) for your 

message to go to 

Choose if the message is going to 

parent/guardians and/or students 


