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Communicate to students and families by…

Email Message Merge Field 
Document

Discussions



Actions Tab: Send Email

Select 
class or 
classes 
to send 
email.

1. Select: 
 Send Email

2. Find your students:

- Select the class 
with which you 
want to send 
communication.

OR

- Use advanced 
Search to search 
for specific 
students.



Actions Tab: Send Email
Your email address will prepopulate – this cannot be modified.

You may enter additional emails here.

Enter the contents of your email here.

Email subject

Can attach document to message.

Importance defaults to Normal – but you can change.

Spell Check



Actions Tab: Send Email

Note: Any individual without an email listed will not get the message sent to them regardless if they appear on this list.

Send email to desired recipients



Actions Tab: Send Email

As additional checkboxes are 
selected, students may appear 
more than once. However, 
students will only receive (1) 
single copy of the message 
regardless of how many times 
they appear.

If a contact meets criteria for a 
checkbox, but does not receive 
mail, they will be listed with a 
notation and not receive the 
message. 



Actions Tab: Send Email

Top back button: Back
 Return user to previous search results screen, allowing them to re-select the specific students desired 

to receive the email message.

Bottom back button: Done
 Exits the Actions tab entirely, returning user to their default My Home screen without sending the 

email.
 



Actions Tab: Create Document

Select 
class or 
classes to 
include in 
document.

1. Select: 
 Create Document

2. Find your students:

- Select the class 
with which you 
want to send 
communication.

OR

- Use advanced 
Search to search 
for specific 
students.



Actions Tab: Create Document

Note: Use Help document to find Mail Merge keywords

Set your document parameters:
- Format
- Page Break
- Print Order
- Recipients

Click Merge to 
generate the 

document



Actions Tab: Create Document

Expand data sets and specify options as appropriate.



Actions Tab: Create Document

Sample Daily Attendance Data 
Set option

When fields are selected, it will 
only return students that meet 

the criteria and have data to 
display.



Discussions (Teacher) 
My Home > Discussions

Select the proper parameters to send 
a discussion to a student or primary 
contact in a teacher’s class or 
building.



Discussions (Admin)

Select the proper parameters to send 
a discussion to a student or primary 
contact as an administrator.



Discussions 

Based on permissions, 
discussions can be created 
between faculty members.



Discussions 

To send to recipients, you can 
find them in the dropdown 

list and click the green + to 
add more as necessary.



Actions Tab

Check your Home > 
Discussions submodule to 

view messages in 
Discussions. A “New” 

alert will appear at the 
top if there is an unread 

post.

 The most recent message 
will appear on top.



Actions Tab

Hover over the Discussion participant 
icon      to view the participant list.

Click the green + to add additional 

participants to the discussion.



Actions Tab Permissions



Discussions Permissions
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