How to Send School Newsletter to Parents via Email with Infinite Campus
Go to Messenger and then Message Builder.
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Select Message Type (almost all will be General Notification).  Select Student Messenger Contacts.  Select One Message Limit so families only receive one email.  Check Message Only Active Students.
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Under Saved Filters, go to Principals, and select Alpha Building Roster with HR – CV.
[image: ]You may not see the Principals group below but you should see your groups.  For example Registrar or Messenger Office

Type in your Message Subject and Message Body.  Select Inbox to post the message to the Infinite Campus Parent Portal and Email to send a direct email to parent.  The attachment WILL NOT go to the Infinite Campus Parent Portal.  Include the following message in your email.  Notice the sentence about not replying directly to the email since it is a generic email address.
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Attach your school newsletter by going to Browse and Upload.  Send as a PDF document.  When you are ready to send, Select Preview/Send.
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Click Send Message and you are finished.
[bookmark: _GoBack][image: ]If you want to see who will receive the email or modify the list then click here.
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Message Builder sends notifications to students and/or Messenger contacts based on the criteria selected

The Template Name and User/Group can be changed after selecting Save or Copy.

User/Group | User ~ Template [<new> | Save | Copy = Delete

Enter the filter criteria for Message Builder:

Attention: Behavior Campus Fields and Behavior Sub-Reports (Event List & Resolution List) are no
longer available to be added to letters. A new behavior sub-report Behavior Summary has been created.
Existing letters that use Behavior Campus Fields will still work properly. Any letter that uses the Event List
or Resolution List sub-reports need to be updated to use the Discipline Summary or Behavior Summary
sub-reports.

Message Type: Saved Filters (select 1 or more)
General Notification =60 Prcias =
Deliver To: {2, Math Progression by Standards- MP

{3, 504 Roster- cv

‘Student Messenger Contacts

O Message For Each Student E 2 Copy of Special Education Students in cours
@ One Message Limit {3 ALL - Active Students - IT
[ Students {3 ALL-IEP Level Roster
Ex - {3 ALL-In Progress Student Grades - JH
i {3 ALL - lowa Assessment Students by Homeroom - |
Message Only Active Students
W ALL - Perfect Attendance by Date Range - MP
Limit delivery to contacts that speak:

T ALL - Perfect Attendance Using Membership - MP
{2, Alpha Building Roster with HR - CV
£~

No Language Preference





image2.png
Delivery Devices: Inbox Email

Sender's Email:  scesd@siouxcityschools net
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The District's Fall 2015 Newsletter has been emailed to all families with an email
address in Infinite Campus. If you did not receive the email, please click on Family
Members in the left hand column of the Parent Portal. You can update all of your
contact Information in this screen. The newsletter is also available on our
website.

Please do not reply directly to this email. You may contact your child's school or
use Let's Talk! on the district or schjool website.
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Please do not reply directly to this email. You may contact your child's school or

use Let's Talk! on the district or school website.

Thank you for partnering with us in your child's education!
school name here|

Browse and upload an email attachment

Browse... | No file selected,

Delivery Date:

0411012018

Send Inbox/Emails at: |09:12 AM

Upload

Test Preview/Send
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Preview Message

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

Recipient Count 1333
Process Inbox Count 841
Email Count 812

Cancel | Send Message  Review Recipients




