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Tool Search: Staff Messenger

The Staff Messenger tool allows a district to send messages to its staff members. Phone messages can be
delivered to staff if a district has purchased Campus Messenger with Voice. To receive email and/or phone
messages, the recipients must have the corresponding Messenger Preference of General Notification and
Priority Notification set on their Demographics tab to receive messages.

A Staff Member is defined as a person entered in Campus who has a District Employment record.

Staff Messenger vz

Communication > Messenger > Staff Messenger

Staff Messenger sends messages to staff or census contacts based on the oiteria selected.

The Template Mame and User’'Group can be changed sfter selecting Save or Copy.

UseriGroup  User v] Template Save | Copy | Delete

Enter the filter criteria for 5taff Messenger:

Message Type: | General Notification

Deliver To: @MHDDFiIbEI OA.IISI.B‘H'O‘I'S |
‘Saved Filters (select 1 or more)

+ - Attendance Filters

+ @l CRDC

+ @il Grade Filters

+ @l Scheduling Filters

+ @l Student Data Groups

Q, Department List

Q  Staeff

O, Teaching Staff

Set Filter Operation:

Delivery Dewvices: Inbax Email :l Voice l:l Tesxt
Reply To Email:

|nn(ep|y@i nfinitecampus.com |

Sender Display Name: | |

Message Subject | |

Message Body

ﬂBfHI.:.ﬂ?‘EIEGD"—AlE@

Staff Messenger Editor
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See the Staff Messenger Tool Rights article for information available tool rights.

Field Descriptions

Field Description

User/Group This dropdown list allows you to save message templates to your user account or a user
group to which you belong.

Users need Tool Rights to User Group Formats under Staff Messenger to share and save
templates to Groups.

Template This dropdown list displays a list of available templates. To create a new template,
select <new>from this list. Templates save to either the User (default), or User Group
where they are accessible to other members in the group.

Minimize future message setup time by creating and saving templates.
Templates save:

o Filter Criteria (Selections, Filters, Active Students)

e Language Delivery Preferences

e Message Type

e Delivery Devices

e Sender Display Name

e Message Subject

e Message Body

e Attachments

e Send Time

Filter Criteria

Message This field determines the type of message that is sent. The following options are
Type available:
o General Notification (Default)
¢ Priority Notification (Priority Notifications display in the Process Alerts with a red
exclamation point.)

Deliver To: This selection determines which staff receive the message. Select the radio button for
an Ad hoc filter or for All Staff of School.

In order to be included in the delivery of message sent when using the All Staff of School

option, a staff person needs both a District Employment record AND a District
Assignment record.
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Field Description
Set Filter This field determines what the tool should do with the filters. The default value Union is
Operation used most often. Union indicates that all members of all selected filters are included.

Intersection indicates that only the members who exist within each of the selected
filters are included.

Delivery Devices

Inbox The Inbox option is automatically selected. This option places a note in the user's inbox
that a new message is available. Infinite Campus strongly recommends leaving this
option marked to ensure delivery to a staff account when no other delivery device is
marked for messages.

Email The Email option sends an email to the email address on record (entered in Census >
People > Demographics).

Voice The Voice option calls the phone number on record (entered in Census > People >
Demographics).

Text The Text option sends a text message to a mobile device. Recipients who have
indicated a desire to receive text messages must have the Text (SMS) checkbox marked
in the Personal Contact Information editor of the Demographics tab to receive text

messages.

Message Details
Reply This field displays the email address that is automatically included in the message body
ToEmail for message recipients to reference.

If the "Use Sender's Email from Census as Then this field displays the

Sender's Email Address" checkbox is... email address entered in....

selected on the Email Settings tab Census > People > Demographics
> Email

NOT selected on the Email Settings tab System Administration >

Messenger > Messenger
Preferences > Email Settings >
Default Sender Email Address

This field can be changed if the Allow Custom Sender's Email Address checkbox is
marked on the Email Settings tab.

Existing templates may display a different address if the Allow Custom Sender's
Email Address checkbox is marked and a user modified the Sender’s Email field.
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Field Description

Caller ID This field displays the phone number that is automatically included in the message body
for message recipients to reference.

If the "Use Sender's Work Phone from Then this field displays the
Census as Caller ID" checkbox is... phone number entered in....
selected on the Voice Settings tab Census > People >

Demographics > Work Phone

NOT selected on the Voice Settings tab System Administration >
Messenger > Messenger
Preferences > CallerID
Preferences

This field can only be changed if the Allow Custom Caller ID checkbox is marked on
the Voice Settings tab.

Existing templates may display a different Caller ID if the Allow Custom Caller ID
checkbox is marked and a user modified the Caller ID field.

Sender Entries to this field will display in the recipient's email inbox for easier sender
Display identification.
Name
Focused  Other ByDatew T Food Drive -- A Message From: System Administrator
v Today
Michael Jones <noreply@infinitecampus.com>
Michael Jones To ]
Food Drive -- A Message From:... 9:20 AM
Hello Clover Leaf families! We
Hello Clover Leaf families!
> Last Week
> Two Weeks Ago We will be collecting food for the local food shelf next week. If you would like to]

This field is only available if the Allow Custom Sender Display Name checkbox is

marked on the Email Settings tab AND Email is selected from the Delivery Devices
options in the message template.

Message This field determines the text that displays in the Subject field of the email message.
Subject

Message You can enter comments in the Message Body using the WYSIWYG editor.

Body

Do NOT copy attribute fields from another Messenger tool in Campus. The attribute
fields are not the same.

For more information about using the options available with the editor, see the
WYSIWYG Editors article.

Message Body supports the use of Chinese characters for email messages only.
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Field

Browse and
upload a
recorded

message

Browse and
upload an
email
attachment

Text
Message

Delivery
Date:

Send
Inbox/Emails
at:

Description

This option allows you to send a voice message. See the article Messenger with Voice -
Setup and Details for more information about this feature.

You must click the Upload button after browsing for the attachment. When an
attachment is properly uploaded, the Attach File message displays on the screen.

The ability to send voice messages is controlled by a preference set by the District
Administrator.

This option allows you to add an attachment to the email. See the article the Digital
Repository Preferences for information about supported file types and sizes.

You must click the Upload button after browsing for the attachment. When an
attachment is properly uploaded, the Attach File message displays on the screen.

This option is controlled by an email preference set by the District Administrator and
may not display in all districts.

The text message to be sent to the mobile device.

The ability to send text messages is controlled by a preference set by the District
Administrator.

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. The maximum length
of a text message is set to 400 characters. 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.

If users wish to stop receiving text messages, they can text STOP to the short code. This
results in the user receiving no further text messages from Campus, even if the user has
the Text option marked on their Contact Preferences. Users need to go through the opt
in process again to start receiving texts at a later date.

The day on which the message should be sent.

The time inbox and/or email messages begin delivery.

The time saves with the templates. If messages should always go out immediately
after Send is selected, this field should be left blank.
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Field Description

Dial Window These fields create a dialing window during which a general voice message may be
sent. The default values for these fields are set up on the Voice Settings tab System
Administration > Messenger > Messenger Preferences > Voice Settings).

Dial Window times must be entered and saved with templates. If the start time entered
on the message is earlier than the start time on the template (and the start time on the
template is after the start time entered on the Voice Settings tab), Messenger uses the
start time on the template and does not send the message until that time is reached.

If the end time on the Dial Window is earlier than the end time entered on the Voice
Settings tab, calls do not stop. Instead, they continue until the end time on the Voice
Settings is reached. In addition, if a voice message is still delivering when the District
end time is reached, message delivery stops and is not completed.

Campus Fields and Sub-Reports for Staff
Messenger

Campus Fields and Sub-Reports includes specific fields for use in the Message Body WYSIWYG. These fields
are designed to pull the latest qualifying event, based on filter criteria. Other fields are available but they
use ad hoc logic and may not return the most recent event data if there are multiple events in a year.

Any ad hoc fields that have been deactivated display in red. Use the Element Replacement tool to locate
deactivated elements and replace them with the new field.

Campus Fields can also be added to Text Messages. Sub-Reports cannot be added to Text Messages.
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Delivery Devices: Inbozx Email Voice [ Text
Reply To Email: |noreply@infinite campus. com | caller D: | (753)504-8983
Message Sul:ier.‘t|
Message Body
1T B I iE:EEE@ﬁt—:?—g@
Insert Campus Field
Select The Field To Insert
» Messenger Recipient
firsthame
lasthlame
Record a Message I

Staff Messenger Campus Fields Selections
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Staff Messenger Sub-Reports Selection

Sub-Report Options

The following table lists the sub-report options for each area.

Area

Learner

Learner Planning

Attendance

Grading

Behavior

Student Portfolio

Sub-Reports

Student Schedule
Active and Dropped Student Schedule

Course Requests
Course Plan

Period Mark Summary
Course Mark Summary
Whole/Half Day Summary
Exact Day Summary

Single Day Count Summary

Grade Detail
Term GPA Summary

Discipline Summary
Behavior Summary

Cumulative GPA and Class Rank
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Reply To Email: |noreply@infinitecampus.com | caller ID: |(763)504-3933
Sender Display Name: | |
M Subject | |
Message Body
1 !EE:EEEEI@GJ?—&E]
Insert Sub-Report
Select The Field To Insert
* Leamer
» LeamerPlanning
= Aftgndance
= Grading
= Behawvior
» StudentPortroio
» Hezlth
* Point of Szle
Close




Area Sub-Reports

Health Immunization
Health Screening Concussion
Health Screening Dental
Health Screening Hearing
Health Screening Scoliosis
Health Screening Vision

Point of Sale POS Account Balance

When using sub-reports in letters, please note the following:

e All behavior data is included when adding either of the sub-reports.

e Afield only displays if there is data for that field. If a field is chosen from the sub-report but there is no
saved data for that student, information for that field does not display.

e A sub-report option only displays if the district/school records that data.

Information in the letter sub-reports uses data stored in the AttendanceDayAggregation table. This means
that attendance data for the current date is accurate as of the previous night's attendance calculation, or

the last time the Attendance Aggregation Refresh was run. If needed, the Attendance Aggregation Refresh
tool can be run to force an attendance recalculation to pull in the current day's data.

Create a New Template

Templates allow you to create messages that can be sent at a later date. Templates also allow you to
create reusable messages that save time and standardize content. The following information is saved with
the template: Filter criteria, Delivery Devices, Sender Display Name (if enabled), Message Subject, Message
Body, wav file (if uploaded), email attachment (if enabled and uploaded) and Text Message Body (if
enabled).

1. Select the <New> option from the Template dropdown list.

2. Select User (default) or a User Group that the template should be saved to from the User/User Group
dropdown field. Templates saved under a User Group are available to other members in the group.

3. Use the Field Descriptions to complete the Staff Messenger editor.

The Message Body uses a WYSIWYG editor.

Do NOT copy attribute fields from another Messenger tool in Campus. The attribute
fields are not the same.

For more information about using the options available with the editor, see the WYSIWYG Editors
article.

4. Click the Save button at the top message editor.
5. Enter a name for the template in the pop-up box. The template appears in the Template dropdown
list.

Delete a Template

1. Select the template you want to delete from the Template dropdown list.
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2. Click the Delete button. A confirmation message displays.
3. Click the OK button. Campus removes the template and it does not display in the Template dropdown
list.

Create Messages

1. Select an existing Template from the Template dropdown list.
2. Use the Field Descriptions to complete Message Builder editor.

The Message Body uses a WYSIWYG editor. For more information about using the options available
with the editor, see the WYSIWYG Editors article.

3. Browse and upload an email/voice attachment. (optional)

You must click the Upload button after browsing for the attachment. When an attachment is
properly uploaded, the Attach File message displays on the screen.

Browse and upload an email attachment

Pi\MessengeriEmailAttach | Browse. . Upload I
Attach File: 2013-02-13-09-05-34_Emailattach.txt remove

4. Click the Test button to review the message and its recipients.

Infinite Campus strongly recommends testing messages before delivering them. A message is sent
in the exact manner it is delivered to recipients. The Test Message screen confirms that the test
message was sent.

5. Click the Preview/Send Message button. The Preview Message screen displays.

Preview Message ®

Click Review Recipients to view the people and devices.
Click Send Message to deliver this message.

Recipient Count
Process Inbox Count
Email Count
Woice/Text Count

e BELE I S

Cancel Send Message

6. Click the Review Recipients button. The Review Recipients screen displays.

7. Complete the following tasks on the Review Recipients screen. (Optional)
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Task Description

To exclude Clear the checkbox next to a name or phone number.
recipients/phone

numbers

Preview the Click the page icon in the Preview column.
message

To exit and return to Click the Save & Return button if changes have been made to
the Message the recipient list. Otherwise, if no changes have been made,
Preview screen click the Cancel button.

8. Click the Send Message button on the PreviewMessage screen. The Preview Message screen
displays. This screen confirms that the message tasks has been completely set up for delivery at the
times entered in the Send Emails At and/or Dial Window fields of the main Message Builder screen.

This screen does not indicate that the message is currently being sent .

1

Preview Message x

To view message delivery details go to Sent Messages or one
of the Messenger Log tools.

Recipient Count
Process Inbox Count

Email Count
Woice/Text Count

= e e

9. Click OK.
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