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<Index/Attendance/Attendance Messenger>

First, select the current school vear and calendar.
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Go to <Index/Attendance/Attendance Messenger>

Select a User Group or Template, if you wish.

Enter the filter criteria for Attendance Messenger:

- Grade (or you may use an ad hoc).

- Status (Absent, Tardy or Early Release).

- Excuse (Unknown, Excused, Unexcused).

- Minimum Periods (1).

Select already existing ad hoc filter, if you have one.
Enter the Effective Date.

Enter the language preference of the message.

Check the Delivery Devices you would like: Inbox, Email, *Voice, Text.
- Ifyou send a Voice Messenger, use directions on page 3 of this document.

Enter the Phone Number of your school.

Enter a Message Subject.

Enter a Delivery Date and Time.

Create a message/template utilizing Campus Fields:

Creating a Template for Attendance Messages:

1.  You may type your letter into the box.

2. To make the letter more personalized, click on the icon below—

(“Insert/Edit Campus Fields”)—which will pull up the Campus Fields index.

15, e.g., Microsof Word, 15 not recommended
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Following are the paths to enter the campus fields for the sample letter shown below:

1.  Student/Census/Mailing Addresses/guardianLastName

2. Student/Demographics/firstName (add space)
Student/Demographics/lastName
Student/school/phone
Student/school/principalName
Student/school/principalTitle
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Message Body
Cutting and pasting from third party products, e.g., Microsoft Word, is not recommended.
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Dear Mr. and/or Ms. mailingAddress.guardianLastName:

Your student student.firstName istudent.lastNamei was absent today.

12. Go to the top of the page and click on Template SAVE. Upon Save, a window will pop-up to
allow you to Name your template. Name your template.

Save/Copy Template x
User/Group User -
Template

13. Go to the bottom of the screen and click on Preview and Send. This will show the recipient
count.

14. Click on Review Recipients to view those who will receive the message.

15. Ifyou would like to send, Click Send. If not, Click on Cancel.

To Schedule your Message to be Sent at Designated Time:
<Index/Attendance/Attendance Messenger Scheduler>

1.  Go to <Index/Attendance/Attendance Messenger>
2. Select the Template (blue link) that you would like to use.

Attendance Messenger Scheduler

Attendance Messenger Schedules
| ] Gayle test

3.  Enter the information in the Red fields only (Schedule Name, Calendar and Start Date/Time).
All other fields have been entered based on your Attendance Messenger.
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4, Save.

5.  Toview the status of your message, you may go to the Index/Messenger/Sent Message Log.

6. To Retract a message that was scheduled to go out, go back into this window and Check
Disabled box.

Scheduled Attendance Message For Gayle test
*Schedule Name Disabled

| O
*Calendar Sender
14-15 540 T Rosemont - Gayle Mc Knight
*Start Date/Time Recurring Frequency
EI 1timeonly ~

*Caller ID
(916)228-5844
Send confirmation email

*Voice Messenger

For Voice Messenger messages, follow the steps below:

=

In the Delivery Device section, Check Voice. Add your Phone Number. Add Message Subject.
Scroll down to the bottom of the page and Select Record a Message.

3. A window will pop up. To record a new message, dial either of the two numbers provided, and
enter the PIN number.

N

campus01.remotedialin.com/TelWeb/temp/voicefile_recorder.jsp

Public Voice File Recorder

® « 0

record refresh clear

To recerd a new message, please dial (312) 878-5001, (949) 204-3100 and enter PIN 4241.
b4

4.  After you record your message, press #.
a. To Re-record, Press 1
b. To Listen to your message, Press 2
c. To Save your Message, Press 3
d. When you are done, simply Hang Up.
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After you Save and hang up, your message will appear. If you wish to record another message,
select Yes. If not, Select No.

Public Voice File Recorder

rrrrr d refresh clear /

Id Name Controls A voice file has been received, would you like to record anaother one?
18658534 vox recorder 07/07/2014 09:28:27 g lg &

Next, Download your message. Under Controls, Select the Second Icon, “Download Voice File in
Wave Format.”

Coptrols A voice file has been re
e )s

l download voice file in wave format

Then, Save File and OK.
Opening 18658534.wav
You have chosen to open:
£ 18658534.wav
which is: VLC media file (wav) (24.3 KB)
from: httpy//campus01l.remotedialin.com
What should Firefox do with this file?
Open with | VLC media player 2.1.1 (default) v
Do this automatically for files like this from now on.
0K Cancel

The Message/File will be placed into your Menu Bar under the Arrow. Click on the arrow to
view your downloaded file.
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To change the file name: (a) Go to the Download Arrow, (b) Right Click over your file, (c)
Select “Open Containing Folder,” (d) When the new window opens, Right Click again on your
file, then (e) Rename and put where you’d like.
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10. Go back to your Messenger page by closing both your file window, and the Voice File Recorder
tab/window:

x a'/ @ Voice File Recorder Q\l o
I <
EI- Google r }ei’ B ¥+ #

11. To Upload your Message, Select Browse, and find the voice message file you just renamed.
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I Record a Message |

Browse-and upload a recorded message (.wav file format)

" No file selected. Upload

Delivery Date:  07/07/2014

d Inbo, 9:00

Emails at:

until 8:00 PM . ;

12. Select the Message, then Open.

13. Then, Select Upload.

14. Your message will Upload. You may Listen (to verify) or Remove (to record again). You may also
select the delivery date and time.

15. Preview/Send is highly recommended to show you the number of recipients. Then, to Send,
just hit send.

Browse and upload a recorded message (.wav file format)

18658534(5).wav

Audio File: 2014-07-07-09-56-18_18658534(5).wav listen remove

Delivery Date:  07/07/2014

Send Inbox/Emails at: 09:00 AM Dial Window: 8:00 AM until 8:00 PM

Test ‘ I Preview/Send

16. To view the status of your sent messages, go to Index/Messenger/Sent Message Log.

Additional resources are found in the Campus Community or at:
http://www.scusd.edu/infinite-campus-staff-resources.
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