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Class Message – All recipients from section(s)
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Class Message – Specific recipients from section(s)
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Grades Message
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Grades Message: Step 1

Deivery Date
peorzore
If you choose Grades Message you will get a template message. Parents with
“”‘""”"‘ students receiving grades that you specify (for instance everyone with an F) il
L get a message stating that their student has received a grade in your course.
‘Senders Emai
racioppo@farteldschoot] Do not change the information in the dashed boxes!
However, | suggest that you change the message to be more specific. - for
Message Details instance: "has eamed a failing grade in the course” if you are going to select Fs or
Message Subiect "has a low grade in the course” if you are going to select Ds and Fs. Or, you could
Grasestiessse | change itto say "has eamed an awesome grade in the course” if you are going to
select As
Select Test o send a test message to yourseff or Next to continue
Message Body
1 B I U = @ Eo = — A
Your student has eamed a grade in the course

Please sign into your school's parent portal at failingMessenger.portalURL to find more information.
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Grades Message: Step 2

Here you select the section to receive the message

Choose whether the message goes to everyone or just
L
1)30210-1 8ilogy 21 specific students
@ AllStudents (0) Specific Students

Whether itis a progress grade or a final marking period

grade.
Recipient Criteria
Message sent o guardians of slecid studens that meet e beowr Select the grades that will receive the message.
——
0 nsroess Gads ) Posted Grades Finally select Next
-
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Missing Assignment Message:
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‘Senders Email

racioppo@faireldschoot

Message Details
Message Subject

: Step 1

“This one will be sent to parents of students that have Ms in your
gradebook only.

It will list the missing assignments

issing Assignmert

‘Add Email Atachment.

Please sign into your school's parent portal at missingMessenger portal URL o find more information.

["save | [‘savess | [Detete | [ Test | [next | [ close |
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‘Student Groups

Class Serve

Post Grades

‘Assignment Overview

lessage Center (5)

] School Notice.

‘School Notce:

[ e Campus

SelfSenice Ny Requests

SelfSenice Ny Requests

Fairfield Warde igh School
Important UConn Early College Experience Reminder

‘Only ten more days to apply!
Pease remind your sudentsthat the deadine to apply online o take UConn Early Callege Experience courses is Monday, September 15

More

Faifield Warde igh School
EALL COLLEGE VISITS
Representatives fom approsimately 200 collsges, universies, and technicalcareer schools il b visitng Fairield Warde this fall. This

Archive or

delete some
messages

for a specifc calege go to- Naviance (schools el

This is your process Inbox
Students and parents also have

Inboxes. [—

Spproved 0422013
‘Action Required in Campus Tools
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Class Message: Step 1

Create a new message o select an existing message template saved to your user account,

You have the ability to send three types of messages.

Class messages- General information and reminders

Grades message- Sends a message to parents of
students with failing grades.

You choose where the message
goes. Inbox is just like your inbox,
email will go to the email address
the student or parent has inputted
(if they have?)

1 usually check both.

(Note: If you do not check email you
cannot send yourself a test message,
you can uncheck it later) )

Missing Assignment Message- Sends a message to
parents of students with a missing assignment

(Note: you must use the M *missing notation in your gradzbook
for the parents to get this message. You do not need to put in a
zero as M counts as a zero in our gradebook )

Scrollfor Message
Body

(note: i this scroll bar
does not appear you
missed one of the steps)

InboxEmal Delvery Tme!

[[=EN You can change the delivery date and time

Message Details

Message Subject Type in subject Use test to see what message

Toeamog st willlook like or next to select
pcoming et reminde

who will receive the message
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Class Message: Step 2

[]2)30211-1 Biology 21 LAB (F)
[]3) HRM30-171 Homeroom

] 4302114 Bioogy 21 LAB (M)

[] 4302117 Bioogy 21 LAB R)
[]5)30210-4 Bioogy 21

[]5)302107 Bioogy 21

[]6)30211.5 Bioogy 21 LAB (M)
[]#35521-3 Crime Scene Forensics LAB ()
[]9)35520-3 Crime Scene Forensics

You can send the message
to all parents and o students
or select individuals.

) W TemwP2
) W TemwP3

) W Temwpe

Reciients
[] Guardiar

Students

I you select Al recipients from section(s):

lick on the smalltriangle to expand the MP'
you are working in.

Choose the class(es) you wish to receive the
message.

Atthe bottom choose whether the message:
goes to Guardians, Students or both

Then select Next





image4.png
Class Message: Step 3

Here you can see how many
recipients will receive your message

Delivery Summary

Delvery Date: 09072014
InbouEmail Delivery Time:  11:51 Al
Recpient Count 5

No Devices: 7

Process Inbox: E

Email a

Message Preview
Message Subject |1
Message Body: |

This willbe your message. For this
demo | hadn't made a message.

You can send you message or
review who exactly will be
receiving it

[Baut] ['send | [ Review Recpns | ['cose |
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Class Message: Step 2

If you wish to send the message to specific recipients

Recipients Select a section and either Guardians or Students.
(O Al reciientsflom secion(s) @ Specicreciients from secton(s) Use the small Add to add them to the list
‘Switch between sections if you wish to continue to pick

Sectonts) individuals. You can also switch between Guardians and
Students
© Guartians () Students Once you have your list of specific recipients click Nex.
Select Recpints

Aas = Remove =
1) 30210-1 ioagy 21 1) 30210-1 ioagy 21

o
1) 30210-1 Bioagy 21

o
1)30210-1 Biobogy 21

o
) 50210 Bilogy 21

o
1)30210-1 ioagy 21

o
1)30210.1 Biology 21

Add M
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